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Tracking Requisition Status

Overview

In this section, the meaning of the messages that IAS generates will be explained along
with how to use those messages track the status of your Requisition through key stages of
the procurement process.

First, let’s review the IAS messages.

When a Requisition is created and submitted, a history of Document Approval begins within
IAS. At each approval point, the history will be updated with information about the
Approver and the action taken. After the Requisition has been approved in FFIS, it is routed
to the Acquisition Management module. An Award document is then created by the
contracting staff. As the Award document is created after FFIS approval, it is not
documented in the Approval History. At present, the approval information from the
Acquisition Management module does not flow back into the Requisition Management
module.

Tip! Itis very important to track the status of your Requisition in IAS. There are
several points in the Procurement process when the options for your Requisition
change. For example, when the requisition is approved by the Budget Approver and
accepted by FFIS, you can no longer edit the price of your items. Another example
is when the Requisition gets tied to an award, the accounting and billing information
can no longer be updated.

The Document Approval History is displayed on the Approval History page under the
Requisitions tab in the IAS Requisition Management Module. It is also displayed on the
Route History tab in the Acquisition Management module of IAS.

New Feature! In IAS Release 3.0, a user can track the status of the Receipt
documents in FFIS. This feature will be covered later in this section.

Tip! Though the Requisition Management Module does not track the Document
Approval History through the Acquisition process, a user can still determine when
their document has been awarded to a vendor. To do this, simply go to the
Requisition Details page and select the appropriate Requisition. If there is a
Purchase Order number listed in the Order field, the Requisition has been awarded.

Note: Requisitions that have not been submitted do not have a status. They exist
only in the shopping cart.

Requisition Workflow

A Requisition can be Approved or Rejected by FFIS. As stated above, when a Requisition is
approved, it is routed to the Acquisition Management module. An Award document is then
created in IAS by the contracting staff. If an error occurs in FFIS, the Requisition will not be
approved and the status may remain as Pre-Approved or change to Rejected.

e FFIS Document Resolution Messages with a status of Pre-approved require action by
a Document Resolution Manager. These messages, called Actionable Errors, are
more commonly referred to as Soft Errors.
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e FFIS Document Resolution Messages with a status of Rejected require action by the
Requisitioner or the Budget Approver, who may request assistance from the
Document Resolution Manager to understand and resolve the document. These
messages are called Non-Actionable Errors, or are more commonly known as Hard
Errors.

The following diagram depicts the Document Approval Workflow, including action required
for Requisitions Approved or Rejected by FFIS.

[ bt
————

See a full sized version of this flow chart at the end of this document.
Documents in Approved Status

The following diagram indicates points in the approval process at which the Document
Approval History is updated, the associated approvers and messages.

See a full sized version of this flow chart at the end of this document.

First, the user submits the Requisition and IAS logs the Requisition with Action “Submitted”.
Then, IAS forwards the Requisition to the appropriate Approver and logs the Requisition as
Action “Forwarded.” The Requisitioner's name appears in the Approver field. Additionally,
all of the Approvers in the Approval Chain for that Requisition are displayed.

ORACLE' iProcurement Shopping Cort Home Logout Preferences Help
Shop Requisitions Receiving

Requisitions | Motifications 5
Beguisitions: Reguisitions > Reguisition 67064 >
‘Approval History for Requisition 67064

(3]
Sequence Approver Organization Name Status  Action AclioI%Dnle Notes
1 REQUISITIONER, DAWE USDA L4 Submitted 09-Mov-2006 15:11:51
2 REQUISITIONER, DAWE USDA L4 Forwarded 09-Mov-2006 15:11:52
3 WMANAGER, SUSAN USDA s Pending
4 WMANAGER, BARRY USDA
8 MANAGER, CHARLIE USDA
o0

Shop | Beguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
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Since IAS is waiting for the first Approver in the chain to take action, IAS logs the current
Action as "Pending."” Once an Approver approves the Requisition, even if there is another
Approver in the process, IAS changes the status of the Requisition to “Pre-Approved” and
logs the action for that Approver as “Approved.”

Once all of the Approvers have approved the Requisition, IAS sends the Requisition to FFIS
for approval. At this point the status remains “Pre-Approved,” IAS lists the Approver as
"Interface, Financial,"” and logs the Action as “Pending.” Below is an example of the
Approval History for a Requisition that is pending FFIS Approval.

A Oracle iProcurement: Requisitions - Microsoft Internet Explorer =IEX

File Edit Yiew Faworites Iools Help  @Back - 0 - [ [3] (0 JrFavorites o ) A~ lnks (3CRI ) OPPM [FCMS ] LAUNCHEast Radio .','

Address ‘@j hittps: //green. usda.goy : 8012/04_HTML/OA, jsp?OAFUnc=ICX _POR_REQMGMT _APPR_HISTSOASF=ICX_POR_REQMGMT _APPR_HISTEreqHeader]d=%7BBCRRONCASRBw4y{3kxkz20 %708 retainal= V| Go

ORACLE' iProcurement Shoppina Cant Home Locoul Preferences Help

Shop Requisitions Receiving

Requisitions | Notifications | Approvals

Shaop: Stares >
Approval History for Requisition 67149

(o)
Sequence Approver Organization Name Status  Action Action Date Notes
1 REQUISITIONER, DAVE USDA v Submitted 17-Mov-2006 10:00:30
2 REQUISITIONER, DAVE USDA v Forwarded 17-Mov-2006 10:00:30
3 MANAGER, SUSAN USDA v Approved 17-Mov-2006 10:19:20
4 MANAGER, CHARLIE USDA b Appraved 17-Mov-2006 10:21:44
5 INTERFACE, FINAMCIAL USDA i Pending
)

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Once FFIS accepts the Requisition, IAS changes the status of the Requisition to “Approved”
and logs the Action as “Approved.”

Below is an example of a fully-approved Requisition.

ORACLE' iProcurement Shopping Cart Home Logout Preferences ey

Shop Requisitions Receiving

Requisitions | Motifications | Approvals

Shop: Stares >
Approval History for Requisition 67064

(o)
Sequence Approver Organization Name Status  Action Action Date Notes

1 BEQUISITIONER, DAVE USDA v Submitted 09-Moy-2006 15:11:51

2 BEQUISITIONER, DAVE USDA v Forwarded 09-Moy-2006 15:11:52 |
3 MANAGER, SUSARN USDA v Approved (09-Mow-2006 15:31:25

4 MANAGER, BARRY. USDA v Approved 13-Now-2008 08:22:09

5 MANAGER, CHARLIE USDA v Approved 13-Now-2006 09:28:42

(5] INTERFACE, FINANCIAL USDA v Approved 13-Now-2006 09:31:42

[N )

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

If the Requisition is rejected by an Approver, then IAS changes the status of the Requisition
to “Rejected” and logs the Action as “Rejected.” Below is an example of how that appears
in the 1AS Approval History.
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ORACLE iProcurement Shopiing Cart Home Lonout Frefsrences  Helo

Shop Requisitions Receiving

Requisitions | Motifications | Ay

Shop: Stores =
Approval History for Requisition 67151

3]
Sequence Approver Organization Name Status  Action Action Date Notes
1 REQUISITIONER, DAWE USDA L4 Submitted 17-Mov-2006 10:08:11
2 REQUISITIONER, DAWE USDA L4 Forwarded 17-Mov-2006 10:08:12
3 MANAGER, SUSAN USDA x Rejected 17-Mov-2006 10:17:01
(o)

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

i

Documents Requiring Resolution — Pre-Approved Status

If a Document Resolution Message is generated and the Requisition has a Pre-approved
status, the Document Approval History updates to indicate that the document is awaiting a
response from a Document Resolution Manager. At this point, the title Document
Resolution Manager is displayed as the Approver, as a specific individual has not yet been
identified.

Once a Document Resolution Manager has responded to the message, the Document
Approval History updates the name of the Document Resolution Manager who took action on
the document, as well as the date and a description of the action. For instance, a Document
Resolution Manager may take any of the following actions; Override, Retry or Reject.

Insufficient apportionment or allocation funds are examples of Actionable messages that
leave the document in Pre-Approved status. A Document Resolution Manager needs to
perform an action, such as executing a Retry, before the Requisition can be approved in
FFIS.

The following diagram indicates the points in the approval process at which the Document
Approval History is updated, who is listed in the Approvers field and which messages are
logged by IAS.

Awansing £ Az

T i i

See a full sized version of this flow chart at the end of this document.

Let’s look at another example. The Requisition is rejected by FFIS because of Insufficient
Allocation and Insufficient Apportionment of Funds. The Document Approval History at this
point would indicate that the Requisition is awaiting action from a Document Resolution
Manager yet to be identified.
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Approval History for Requisition 6535

Sequonce  Approswar ction

1 REQUISITIONER, RALPH TEST o Submaied
2 REQUISIMONER. RALPHTEST o Resened
3 RECUESITIONER, RALPH TEST o Fonwarded
4 MANAGER. &ANN TEST of  dppiovod
5 INTERFACE, FINAHCLAL o Fonwarded
B MANAGER, ERROR POOL Panding

Action Diate
02-PASY-2005
D2-PAAY 2005
D2MAAY 2005
D2PAAY. 2005

D2-MAy - 2005

First twa erons afe
SCI50RISUFFICIENT
ALLOCATION

FUNDS; SC200INSUFFICHT
AFPPROPRIATION FUNDS

The Document Resolution Manager enters an Override action to re-submit the document to

FFIS for approval.

Approval History for Requisition 6535

Sequance Approver Action Action Date  Notes

1 REQUISIMONER. RALPH TEST  «f Submitied  02-MAY-2005

2 REQUISIMONER. RALPH TEST  «f Rasened 02-MAY-2005

3 REQUISIMOMER. RALPH TEST  «f Forwarded  02-MAY-2005

4 MANAGER, ANH TEST o Approved  02-MAY-2005
First two emors are
SCASDINSUFFICIENT

5 INTERFACE. FINAMNCLAL f Forwarded  02-MAY-2005 ALLOCATION
FUNDS SCHOINSUFFICNT
AFPFROPRIATION FUNDS

[ MANAGER, ERROR POOL o :;‘f_'l'“' 02-MAY-2005

7 INTERFACE_MGR, RD1TEST ' Appeoved  02:-MAY-2005 "": lios By Exror Managar -

The document is finally Approved by FFIS.

Approval History for Requisition 6535

Sequence Appraver Action Action Date  Notes

1 REQUISTIONER, RALPH TEST  + Submitted  02MAY.2005

2 REQUISIMONER, RALPH TEST  +f Ressned 02AAY 2005

3 REQUISMONER, RALPH TEST  +f Forwarded  02MAY-2008

4 MANAGER, ANN TEST «f Apperved O20AAY-2005
[Farst two emors are:
SC1S0INSUFFICIENT

5 INTERFACE, FINAMNCIAL o Forwarded  024MAY-2005 ALLOCATION
FUNDS SCHO0INSLFFICNT
APPROPRIATION FUNDS

5 MANAGER, ERROR POOL o 2O g2aanY-2005

7 INTERFACE_MGR.RD1TEST  « Approved  02MAY-2005 ponor B Ermor Manager

] INTERFACE, FINANCLAL o Appeoved  D2MAAY-2005

Documents Requiring Resolution — Rejected Status

Draft 1.3, Last Updated: 12/1/2006
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For document messages with a status of Rejected, action is required by the Requisitioner
and a summary of the message is given in the Document Approval History. After the
Requisition has been modified, it is re-submitted and forwarded per the normal document
approval workflow.

Invalid Budget Code is a common example of this type of error. If the Budget Code entered
for a Requisition is not available for Commitment or doesn't have sufficient available funds,
the document will be rejected by FFIS and requires action from the Requisitioner or Budget
Approver to update the document with a new Budget Code.

Tip! Although the Requisitioner or Budget Approver may contact the Document
Resolution Manager for assistance with interpreting the FFIS message, action from
the Document Resolution Manager is not required.

The following diagram indicates the points in the approval process that the Document
Approval History is updated, the associated Approvers and messages.

See a full sized version of this flow chart at the end of this document.

In the Approval History, the action of Rejected is entered, alerting the Requisitioner that
action is required for the Requisition to be approved by FFIS.

ORACLE' iProcurement Shopping Cert Home Logout Freferences Heln
Shop Requisitions Receiving

Requisitions | Notifications | Apy
Shop: Stares >
Approval History for Requisition 67152

(09
Sequence Approver Organization Name Status  Action Action Date Notes
1 REQUISITIONER, DAVE USDA v Submitted 17-MNov-2006 10:59:23
2 REQUISITIONER, DAVE USDA v Forwarded 17-Nov-2006 10:59:25
3 MANAGER, SUSAN USDA v Approved 17-MNov-2006 11:48:52
4 MANAGER, CHARLIE USDA v Approved 17-Mov-2006 11:51:13
] INTERFACE, FINAMCIAL USDA X Rejected 17-Mov-2006 11:54:31 SC22ECOMM 5 INVALID FOR EXPRED FUND
)

Shop | Reguisitions | Receiving | Shopping Cart | Humh Logout | Preferences | Help

The original Requisitioner then updates the document with the correct information and
resubmits the Requisition to the Funds Approver. Although the Document Resolution
Manager does not take any action, they may still review the error message and may be
contacted by the Requisitioner for assistance.
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ORACLE iProcurement Shopping Cart Home Logout Prafersnces Help

Shop Requisitions Receiving

Requisitions | Motifications | Approvals
Shop: Stores »
Approval History for Requisition 67152

(09
Sequence Approver Organization Name Status  Action Action Date Notes
1 REQUISITIONER, DAVE USDA v Submitted 17-MNov-2006 10:59:23
2 REQUISITIONER, DAVE USDA ~  Forwarded 17-Mov-2006 10:59:25 |
3 MANAGER, SUSARN USDA v Approved 17-Mov-2006 11:48:52
4 MANAGER, CHARLIE USDA v Approved 17-Mov-2006 11:51:13
] INTERFACE, FINANCIAL UsDA x Rejected 17-Mov-2008 11:54:31 SC22ECOMM S INVALID FOR EXPRED FUND
& REQUISITIONER, DAVE USDA v Submitted 17-Mov-2006 12:16:14
7 REQUISITIONER, DAVE USDA v Forwarded 17-MNov-2006 12:16:15
g MANAGER, SUSAN USDA v Pending
9 MANAGER, CHARLIE USDA
(o)

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

If the Requisition details are now correct then the document should be approved by FFIS.

ORACLE iProcurement Shopiing Cart Home Lonout Frefsrences  Helo

Shop Requisitions Receiving

Requisitions | MNotifications | Ap
Shop: Stores =
Approval History for Requisition 67152

)
Sequence Approver Organization Name Status  Action Action Date Notes
1 REQUISITIONER, DAVE USDA L4 Submitted 17-Mov-2006 10:59:23
2 REQUISITIONER, DAVE USDA L4 Forwarded 17-Mov-2006 10:59:25 |
3 MANAGER, SUSARN USDA L4 Approved 17-Mov-2006 11:48:52
4 MANAGER, CHARLIE USDA v Approved 17-Mov-2006 11:51:13
5 INTERFACE, FINAMCIAL USDA X Rejected 17-Mov-2006 11:54:31 SCZ2ECOMM S INVALID FOR EXPRED FUND
6 REQUISITIONER, DAVE USDA ~ Submitted 17-Mov-2006 12:16:14
7 REQUISITIONER. DAVE USDA ~  Forwarded 17-Mov-2006 12:16:15
] MANAGER, SUSAN USDA v Approved 17-MNov-2006 12:17.57
9 MANAGER, CHARLIE USDA L4 Approved 17-Mov-2006 12:18:37
10 INTERFACE, FINAMCIAL USDA R Approved 17-Mov-2006 12:20:41
)

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Next, you will learn how to view the Document Approval History in IAS.

Accessing the Approval History in 1AS

There are several ways to access this information. Though we will cover different paths to
access the status information, most can be used at any stage of the Requisition process.

First, you will begin with a Requisition that has already been submitted to IAS. The first
way to get to the Approval History page is through the Requisition Details page. Starting at
the Home page, click on the Requisitions tab in the top-right corner of the screen.
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ORACLE' iProcurement

Stores | Cat

Reguest

Search | Exchange.Oracle.com v | | (Go) Advanced Search

Stores
Ilain Store
Exchange.Uracle.com
Main Stors E:xchange Oracle.com

My Requisitions

Description Total (USD) Status Change
|Bh ThinkPad Laptops for remate employees 10000.00 |n Process Ea|
Contract to maintain grounds of local reserve 743600.00 In Process Ea|
My Notifications
Type From Subject Sent

Mo data exists.
@ TIP acation Rules - Redirect or auto-respond to natifications

Shop | Beguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. All rights reserved

Shopping Cart Home  Logout  Preferences  Help

Shopping Cart

Your cart is empty.

(_Full List

Receive

(_Full List

Privary Statement

This will take you to the Requisitions page. This is where all of the Requisitions you’ve
previously created are listed. Find the Requisition that you would like to track, and click on

the name of the Requisition or the Requisition number.

ORACLE' iProcurement

Requisitions | Mo

Requisitions

Shopping Cart Home Logout Preferences  Help

Shop ) Requisitions Receiving

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. Al rights reserved,

| Search
Views
View | All My Requisitions || Go
@ Indicates requisition with a pending change request
Sele n: [ Copy To Cart ) [ Cancel Requisition ) ( Change ) | Complete )
ect Requisiie Description Total (USD) Creation Date * Status Order
o EEA |Etd ThinkPad Laptops for remote employees 10000.00 03-Mow-2006 14:44:27 In Process
= Contract to maintain grounds of local reserve 743600.00 07-Mow-2006 15:16:51 In Process

Privacy Statement

This will take you to the Requisition Details page. This shows you the basic information
about your Requisition. You can see the current status of your Requisition in the upper right
section of the screen. Since the Requisition has just been submitted, the Status field says

“In Process.”

ORACLE' iProcurement

Requisitions | Matifica

Renuisitions: Reguisitions =
Requisition 67064

Description  IBM ThinkPad Laptops for remote employees
Created By REQUISITIONER, DAVE Chan
Creation Date  09-Now-2006 14:44:27 Urgent Renuisition
Deliver-Ta 3101 PARK CENTER DRIVE ROOM 906 8 A“q h i
ALEXANDRIA, , VA, 22302 acimen
Justificati Mote to Buyer
ustification %
Details
Line Description Need-By Deliver-To Unit Quantity
1 IBM ThinkPad Laptops for remote employees 29-Dec-2006 00:00:00 FNS-HG-ADMIN EACH 4
Return

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. Al rights reserved,

Shopping Cart Home Logout Preferences Help

Shop I Requisitions Receiving

|_Cancel Requisition ) | Change

None

Price Amount (USD} Details Order
2500 USD 10000.00
Total 10000.00

[ Copy To Cart ) | Cancel Requisition ) ( Change

Privacy Statement

Draft 1.3, Last Updated: 12/1/2006
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From here, click on the link stating the current status, “In Process” in our example. This will
take you to the Requisition Approval History page.

ORACLE' iProcurement Shopping Cart Home Logout Prefersnces el

Shop Requisitions Receiving

Requisitions | Motifications | Approvals

Beguisitions: Reguisitions > Reguisition 67064 >
Approval History for Requisition 67064

)
Sequence Approver Organization Name Status  Action Ac(ioI%Dme Notes
1 BEQUISITIONER, DAVE USDA ~ Submitted 09-Mov-2006 15:11:51
2 BEQUISITIONER, DAVE USDA ~ Forwarded 09-Mov-2006 15:11:52
3 MANAGER, SUSARN USDA ~ Pending
4 MANAGER, BARRY. USDA
5 MANAGER, CHARLIE USDA
=)

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Notice that all of the Approvers in the Approval Chain are listed here. As they approve or

reject the Requisition, this information will update and the status of the document will
change appropriately.

IAS also allows you to navigate to the Requisition Approval History page from the main
Shop page. Simply click on the status link there.

ORACLE iProcurement Shopping Cart Home Logout Preferences Help

Shop Requisitichs Receiving

Stores | Categories | Shopping Lists | Mon-Catalog Request
Search | Exchange. Oracle.com ¥ | | (Go) Advanced Search
Shopping Cart
Stores PP _g
Your cart is empty.
Lar b Exchange. Oracle.com
Main Store

My Requisitions

Full List
Requisition Description Tot@{USD) Status opy Change Receive
B70EA IEtd ThinkPad Laptops for remate employees 1OME00 Apprpved ]
BF024 Contract tn maintain grounds of local reserve 743600.00 ATproved ]
My Notifications

Full List

Type From Subject Sent
Reguisition MANAGER, CHARLIE Purchase Requisition 67024 has been approved 13-Now-2006
Requisition MANAGER, CHARLIE Purchase Reqguisition 67064 has been approved 13-Now-2006

@ TIP ‘acation Rules - Rediract ar auto-respond to natifications

Shop | FEeguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. All rights reserved Brivacy Statement

Tip! Every time you see the status of a Requisition on any page, it is usually a link
directly to the Document Approval History for that Requisition. Just click on it to see
the Document Approval History.

Seeing Acquisition Information in the Requisition Module

Previously in IAS, you could see that there was an award associated with your Requisition,
but the information you could see about the award was limited. In IAS Release 3.0,
Requisitioners have access to enhanced section that details more about the Awards.

On the Requisition - Award Details page the Requisitioner can now see the following
information:

e Order number, date and status
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e Total amount obligated

e Supplier’s name, location and address

e Buyer’s name and a link that will allow the Requisitioner to

¢ Term’s and Conditions of the order

¢ Billing and Shipping Addresses

e Detailed line item information

email the Buyer

ORACLE iProcurement Shopping Cart Home Logout Freferences Help
Receiving
Requisitions |
Renuisitions: Reguisitions > Reguisition 67064 >
Standard PO : AG-1358-P-07-0003 Revision 0 (Total USD 15000.00)
ok )
¥ Order Information
General Information Terms and Conditions
Standard PO AG-1358-P07-0003 Payment Terms
Tatal  15000.00 (USD) Carrier
Supplier 1BM - 130871985 FOB
Supplier Site 130871985 8 Freight Terms
Address  P.O. BOX 360091 Shipping Control
130871985 8 Bill-To Address
PITTSBURGH, PA 15250 Eill-To Address 3101 PARK CENTER DRIVE
Buyer CONTRACTING OFFICER, ERICA ROOM 906
Order Date  14-Nov-2006 12:47:13 ALEXANDRIA, VA 22302
Description  IBM ThinkPad Laptops for remote Ship-To Address
employees
Ship-To Address 3101 PARK CENTER DRIVE
Status  Approved ROOM 906
Mote to Supplier
ALEXANDRIA, VA 22302
Organization  USDA-OU
Supplier Order Mumber
Attachments  None
PO Details
@ TIP Click on the Show link to view shipment details of a line.
£ Indicates new values
@ Indicates cancellation request
Show All Hide All
Supplier Price Amount Contractor Global Price
Details Line 7 |Type ltem Job ltem Description UOM Quantity {USD) {UsDy Name Status Reason Agreement Attachments Differentials
. IEM ThinkPad Laptops for remote
¥ Hide |1 Goods employees EACH b 2500 15000.00 Open
Shipments
Shipment Quantity Ordered Quantity Received Amount(USD) Promised Date Need-By Date Supplier Order Line Ship-To Location Status Reason Split Attachments
10001 B 0 15000.00 29-Dec-2006 00:00:00 FNS-HO-ADMIN ~ Open
«y
Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2003 Oracle Corporation. All rights reserved. Privacy Statement

The link to this information is on the Requisition Details page. To get there, find your
Requisition by one of the methods detailed above. In the following example, the Requisition
is recent and so it is listed on the main Requisitions page.
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ORACLE' iProcurement Shopping Cart Home Logout Frefsrences Help
Shop I Receiving
Requisitions | Matificatio
Requisitions
| Search
Views
Wiew | All My Requisitions v | Go
O Indicates requisition with a pending change request
( Copy To Cart ) (_Cancel Requisition ) ( Change ) ( Complete )
on Description Total (USD) Creation Date © Status Order
O E70B4 IBM ThinkPad Laptops for remate emplayees 15000.00 09-MNow-2006 14:44:27 Approved AMG-13568-P-07-0003
O 7oz Caontract to maintain grounds of local reserve 743600.00 07-Now-2006 15:16:51 Approved AG-1358-P-07-0002
Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. Al rights reserved Brivacy Statemert

Click on the Requisition name, as in the above example, or the Requisition number to get
to the Requisition Details screen.

ORACLE iProcurement Shopping Cart Home Logout Preferences Help
Shop I Receiving

Requisitions | MNotifications
Renuisitions: Reguisitions =
Requisition 67064

(Copy To Cart ) | Cancel Requisition ] | Change ) ( Receive )

Description  IBM ThinkPad Laptops for remote employees

Created By REQUISITIONER, DAVE Status  Approved
Creation Date  09-Nowv-2006 14:44:27 Change Histary No
Deliver-To 3101 PARK CENTER DRIVE ROOM 906 Urgent Requisition Ne
ALEXANDRIA, , VA, 22302 Attachment None
Justification We just had a couple of new hires and they need Mote to Buyer
computers as well
Details %
Line Description Need-By Deliver-To Unit Quantity Price Amount (USD) Det Order
1 IBM ThinkPad Laptops for remate employees 23-Dec-2006 00:00:00 FMNS-HG-ADMIN EACH 6 2500USD 15000.00 AG-1356-P-07-0003
Total 15000.00
Returm | Copy ToCart ) | Cancel Requisition ] | Change ) [ Receive
Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. Al rights reserved Brivacy Statemert

Notice that there is an order number listed in the Order column, and that the number is a
link. Click on the Order Number link.

ORACLE iProcurement Shopping Cart Home Logout Freferences Help
Shup. Requisitions Receiving

Requisitions | I
Requizitions: Requisitions >
Requisition 67064

(Copy To Cart ) | Cancel Requisition | ( Change ) ( Receive )

Description  IBM ThinkPad Laptops for remote employees

Created By REQUISITIONER, DAVE Status  Approved
Creation Date  09-Nowv-2006 14:44:27 Change Histary No
Deliver-To 3101 PARK CENTER DRIVE ROOM 906 Urgent Requisition Ne
ALEXANDRIA, , VA, 22302 Attachment None
Justification We just had a couple of new hires and they need Mote to Buyer

computers as well

Details
Line Description Need-By Deliver-To Unit Quantity Price Amount (USD) Dg Order
1 IBM ThinkPad Laptops for remote employees 29-Dec-2006 00:00:00 FMNS-HE-ADMIN EACH 6 2500 USD 15000.00 AGV1%B—P—UTVUUD3
Total 15000.00
Return [ Copy To Cart ) | Cancel Requisition ] | Change ) | Receive
Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. A1l rights reserved Privacy Statemert

This will take you to the Requisition - Award Details page.
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ORACLE' iProcurement Shopping Cart Home Logout Frefsrences Help
Requisitions Receiving
Requisitions | I ns | 4
Requisitions: Requisitions > Requisition 67064 =
Standard PO : AG-1358-P-07-0003 Revision 0 (Total USD 15000.00)
Lok
¥ Order Information
General Information Terms and Conditions |
Standard PO AG-1358-P07-0003 Payment Terms
Tatal  15000.00 (USD) Carrier
Supplier 1BM - 130871985 FOB
Supplier Site 130871985 8 Freight Terms
Address  P.O. BOX 360091 Shipping Control
130871985 8 Bill-To Address
PITTSBURGH, PA 15250 BilkTo Address 3101 PARK CENTER DRIVE [%
Buyer COMNTRACTING OFFICER, ERICA ROOM 906
Order Date  14-Nov-2006 12:47:13 ALEXANDRIA, VA 22302
Description  1BM ThinkPad Laptops for remote Ship-To Address
employaes Ship-To Address 3101 PARK CENTER DRIVE
Status  Approved ROOM 906
Mote to Supplier
Organization USDA.U ALEXANDRIA, VA 22302
Supplier Order Mumber
Attachmentz  None
PO Details
@ TIP Click on the Show link to view shiprnent details of a line.
£ Indicates new values
3 Indicates cancellation request
Show All Hide All
Supplier Price Amount Contractor Global Price
Details Line / |Type Item Job ltem Description UOM Quantity (USD) (USD) Name Status Reason Agreement Attachments Differentials
IBM ThinkPad Laptops for remate
B-Show 1 Goods e EACH B2500  15000.00 pen
1Ok
Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Carporation. Al rights reserved Privacy Statement

You can view more information about the line items by clicking on the Show link under the
Details column in the PO Details section.

PO Details

@ TIP Click on the Show link to view shiprment details of a line.

I% Indicates new values
== Indicates cancellation request

show All Hide All

Supplier
Line 7 |Type Kem Job ltem Description

IBM ThinkPad Laptops far rer
ermployees

Goods

Shop | Beguisitions

Copyright 2000-2005 Oracle Corporation. Al rights reserved.

This will open up the line item information.

Draft 1.3, Last Updated: 12/1/2006 Page 84 of 175



IAS Release 3.0 Desktop User Guide

Requisitions — Tracking Requisition Status

PO Details

@ TIP Click on the Show link to view shipment details of a line
£ Indicates new values

=) Indicates cancellation request

All Hide All

Supplier Contractor Global Price
Details Line  |Type Item Job ltem Description Status Reason Ag Attacl Diff ial
IBM ThinkPad Laptops for remate
W Hide 1 Goods employees Open
Shipments
Shipment Quantity Ordered Ouantity Received A t{USD) P Supplier Order Line Ship-To Location Status Reason Split Attachments
10001 6 0 15000.00 FNS-HQ-ADMIN  Open
(ok
Shop | Requisitions | Receiving | Shopping Cad | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. Al rights reserved.

Privacy Statement
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Changing a Requisition

Business Process

Different processes are used to change or cancel a Requisition. The process used is
dependent on the assignment of an Order Number to the Requisition. Order Numbers are
assigned to a Requisition within IAS when an obligation document, e.g. PO or Contract, is
created. The primary difference between these methods is the number of fields available
for modification. It is also important to note that only certain people have rights to make
changes or cancellations at various stages of the requisition process.

A Requisitioner can make changes to a Requisition both before and after an Order Number
has been assigned, but can only cancel a requisition if the funds have not been committed
by a Budget Approver. After commitment of funds only a Budget Approver has FFIS
authority to cancel a Requisition.

As a Requisition progresses further through the approval process associated documents may
need to be cancelled before a Budget Approver is able to cancel a Requisition. For instance,
if a receipt has been created, but payment has not been made the receipt must be returned
and the Award document must be cancelled before a Requisition can be cancelled. After
payment has been made to the vendor, however, the procurement process can not be
reversed and a Requisition can no longer be cancelled. The diagram below illustrates the
steps that must be taken to cancel a Requisition at various stages of the procurement
process.

Cancelling Requisitions
At Different Stages in the Requisition Process

Pre-Order Number Post Order Number

T
'
X0
i
[
ﬂ

Hequisstianar

cancels Requisition = 4

Contracth
cancels Award

Racalver
| returns Receipt

See a full sized version of this flow chart at the end of this document.

Budget Approver |
eanosts Requastisn

Pre-Order Number Changes & Cancellations

This section will cover how to go into IAS as a Requisitioner and change a Requisition. In
the following example, the Requisition for cleaning services that are billed by dollar amount
has been approved by a Budget Approver. When the Contracting Officer tried to get a
vendor for the contract, the bid came in higher than the original cost. To allow the
Contracting Officer to award the Requisition, the Requisitioner has to go back in and
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increase the dollar amount. This then sends the Requisition back through the standard
approval chain before it goes back to the Contracting Officer for award.

To change a Requisition, access the Requisition by clicking on the Requisitions tab at the

top-right corner of the screen.

ORACLE' iProcurement

Stores | Ca

Search ‘Exchange.Orac\e.cum ~ ‘ Go ) Advanced Search

Stores
Ilain Stare
e, X
Wain Sitars Exchange.Oracle.com

My Requisitions

Description
67163 Metworking Equiment for Reorganizing the office
67152 Contract for cleaning the ofiice
67151 Metwarking Equirnent for Rearganizing the office
67150 MetGear Ethernet hubs with 8 ports
67149 Contract for cleaning the office
My Notifications
Type From Subject
Requisition MAMNAGER, CHARLIE Purchase Requisition 67152 has been approved
Requisition MAMNAGER, CHARLIE Purchase Requisition 67149 has been approved
Requisition MAMAGER, SUSAN Purchase Reqguisition 67151 has been rejected

@ TIP ‘acation Rules - Rediract or auto-respond to natifications

Copyright 2000-2005 Oracle Corporation. Al rights reserved,

This will take you to the Requisitions page.

Total {(USD) Status

0.00 Cancelled
0.00 Cancelled

261265.00 Rejected
7260.00 |n Process
14400.00 Approved

Copy

Shopping Cart

Your cart is empty.

(_Full List )
Change Receive

g
g
B

(Full List )
Sent
17-Moy-2006
17-Mov-2006
17-Mov-2006

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Privacy Statement

ORACLE' iProcurement

Requisitions

Views

Wiew | All My Reguisitions v (Go)
@ Indicates requisition with a pending change request

on: | Copy To Cart ) [ Cancel Requisition ) | Change ) ( Complete )

Description

Metwarking Equirnent for Rearganizing the office
Contract for cleaning the office

Metwarking Equirnent for Rearganizing the office
MetGear Ethernet hubs with 8 ports

Contract for cleaning the ofiice

1B ThinkPad Laptops for remaote employees

Contract to maintain grounds of local resere

Copyright 2000-2005 Oracle Corporation. All rights reserved

Total (USD) Creation Date

Shopping Cart Home Logout Preferences  Help

Shop Receiving

(Search )

Status Order
0.00 21-Now-2005 09:59:30 Cancelled
(0.00 17-Now-2006 10:45:54 Cancelled
25125.00 17-Mow-2006 10:07:17 Rejected
7250.00 17-Maow-2006 10:04:41 In Process
14400.00 17-Mow-2008 09:53:10 Approved
15000.00 09-Mow-2006 14:44:27 Approved AG-1358-P-07-0003

743600.00 07-Moy-2006 18:16:51

Approved AG-1358-P-07-0002

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Privary Statement

In this example, the Requisition number 67419 will be modified. Click on the title or

Requisition number to go to the Requisition Details page.
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ORACLE' iProcurement Shopping Cart Home Logout Preferences  Help

Shop I Requisitions Receiving

Requisitions | Notifications | A
Requisitions
| Search
Views

Wiew | All My Reguisitions ~ || Go

@ Indicates requisition with a pending change request |

on: ( Copy To Cart ) ( Cancel Requisition ) ( Change ) ( Complete )

Description Total (USD) Creation Date Status Order
& BF1E3 Metworking Equiment for Rearganizing the office 0.00 21-Mow-2006 09:59:30 Cancelled
O E7152 Contract for cleaning the office 0.00 17-Mow-2005 10:45:54 Cancelled
2 izi 25125.00 17-Mow-2006 10:07:17 Rejected
7250.00 17-Mow-2005 10:04:41 In Process
14400.00 17-Movw-2008 09:53:10 Approved
15000.00 09-Mow-2006 14:44:27 Approved AG-1358-P-07-0003
743600.00 07-MNow-2006 15:16:51 Approved AG-1358-P-07-0002

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. All rights reserved

Privary Statement

Click on the Change button to send this Requisition back to the Shopping Cart.

ORACLE iProcurement Shopping Cart Home Logout Preferences Help

Shop Requisitions Receiving

(_Copy To Cart ] [ Cancel Requisit @
Description  Contract for cleaning the office

Requisitions | Moti

Bequisitions: Reguisitions »
Requisition 67149

Crasted By REQUISITIONER, DAVE Chance 32‘;5 ﬁ‘;—m
Creation Date  17-Nov-2006 09:53:10 Urm e |
Deliver-To 3101 PARK CENTER DRIVE ROOM 906 8 Anaqchmem None
ALEXANDRIA, , VA, 22302
Mote to Buyer

Justification
Details
Line  Description Need-By Deliver To Unit Quantity Price Amount (USD)  Detal Order
1 Contract for cleaning the office 27-Mov-2006 00:00:00 FNS-HG-ADMIN HOUR 1200 120D 14400.00

Total 14400.00
Return |_Copy To Cart ) | Cancel Requisition | | Change |

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. Al rights reserved Privacy Statement

Before you get to the Shopping Cart, IAS gives you a warning screen.

ORACLE' iProcurement Shoppine Cart Home Louout Preferences

Shop | Requisitions | Receiving
*&Warning

Please note the following:

If you cantinue, the requisition will be removed from the approval or order creation process so that you can make changes. Once you complete the checkout for the requisition, it is resubmitted for approval.

ks

Would you like to continue?

| No | | Yes |
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Prefersnces

Copyright 2000-2005 Oracle Corporation. Al rights reserved, Privacy Statement

The warning states:

“If you continue, the requisition will be removed from the approval or order creation
process so that you can make changes. Once you complete the checkout for the
requisition, it is resubmitted for approval.

Would you like to continue?”
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This warning is to notify you that the Requisition is going to be resubmitted for approval.
This is the proper process. If you are ready to continue, click the Yes button. This will
bring you to the Shopping Cart page.

ORACLE iProcurement Shopping Cart Home Logout Freferences Help
Shop Reguisitions Receiving

Shopping Cart
Save Checkout

Line Item Description Special Info Unit Quantity Price Amount (USD) Delete
1 Contract for cleaning the office HOUR 1200 12UsD 14400.00 il
Total 14400.00 |
Retum to Shopping [% (save ) ( Checkout )
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. Al rights reserved Brivacy Statemert

The Shopping Cart and Checkout Screens in the change Requisition process work essentially
the same as they did in the Requisition creation process. The biggest difference is that you
cannot change the price of an existing line item. You can only change the quantity.

Tip! If you would like to add an additional line to the Requisition, return to the Shop
page by clicking on the Shop tab and then click on the Non-Catalog Request link.
Though it seems like you are creating a new Requisition, you are simply adding items
to the Shopping Cart you just reopened.

To continue, update the quantity appropriately, and click on the Checkout button to move
on to the checkout process.

ORACLE iProcurement Shopping Cart Home Logout Freferences Help
Shop Requisitichs Receiving

Shopping Cart
E»

Line Item Description Special Info Unit Quantity Price Amount (USD) Delete
1 Contract for cleaning the office HOUR 1600 12UsD 19200.00 il
Total 19200.00 |
Return to Shopping (_Save | ( Checkout
Shop | Requistions | Receiing | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. Al rights reserved Privacy Statement

This will take you to the first step in the checkout process, Enter/Change Requisition
Information.

ORACLE iProcurement Shopping Cart Home Logout Preferences

Shop Requisitions Receiving

Requisition Information  Approvers Review & Submit k
Checkout: Requisition Information
* |ndicates reguired field Cancel ) (Save ) | Edit Lines (Delivery, Billing, Accounts and Attachments) ) Step 1 of 3 Next )

* Requisition Description ‘Cnmracl far cleaning the office ‘ |

Delivery Billing
* Moed-By Date [30-Nov2008 00.0000 | (] w Taxable
{eamale, 282905 19.45.00) * Transaction Cade |I0-COMMIT rd

Reguester REQUISITIONER, DAVE

= Deliver-To Location | FNS-HG-ADMIN ._‘{

Cancel ) (Save ) (Edit Lines (Delivery, Billing, Actounts and Attachments) ) Step 1 of 3 [Next )

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences
Copyright 2000-2005 Oracle Corporation. Al rights reserved Brivacy Statemert
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From here, continue through the checkout process normally. If you need further
information, review the Create a Simple Requisition | Stage 5 - Checkout section (page
41) to go through the checkout process without making additional changes. If you would
like to make additional changes to the accounting or the Approval Chain, refer to the
Create a Complex Requisition | Stage 5 - Checkout section (page 55) for additional
information.

Post-Order Number Changes

To begin the change Requisition process after the Requisition has been awarded, view the
Requisition using the normal access process. In this example, the Requisition is selected
from the Requisition screen.

ORACLE iProcurement Shopping Cart Home Logout Preferences Help
Requisjhions Receiving
Requisitions | Motifica
Requisitions
| Search
Views
@ Indicates requisition with a pending change request
Select requisition: (_Copy T Cart ) | Cancel Requisition ) | Change | | Complete |
Select Requisition Description Total (USD) Creation Date Status Order
O  EB7163 Metworking Equiment for Rearganizing the office 0.00 21-Mow-2006 09:559:30 Cancelled
O [r152 Contract for cleaning the office 0.00 17-Mow-2006 10:45:54 Cancelled
O [Brsl Metworking Equiment for Reorganizing the ofice 25125.00 17-Mow-2006 10:07:17 Rejected
O [B71s0 MetGear Ethermet hubs with 8 poris 7250.00 17-Mow-2006 10:04:41 In Process
O 7149 Contract for cleaning the office 19200.00 17-Mow-20065 03:53:10 In Process
O |[67064 |BM ThinkPad Laptops for remote employees 15000.00 09-Mow-2005 14:44:27 Approved AG-1358-P-07-0003
O 7024 Caontract to maintain grounds of local reserve 743600.00 07-Mow-2006 15:16:51 Approved AG-1358-P-07-0002
Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. A1l rights reserved Privacy Statemert

Click on the Select Radio button in the Select column next to the Requisition that needs to
be changed. In the example below, the Requisition is number 67024. When the radio
button is filled in, click on the Change button.

ORACI_E iProcurement Shopping Cart Home Logout Preferences Help
Shop Requisitions Receiving
Requisitions | Motifications
Requisitions
Search
Views
Vienw (Eo)
O Indicates requisition with a pending change request
Select requi : [ Copy To Cart ) ( Cancel Requisition | | Change ) ( Complete |
Select Requisition Description Total (USD) Creation Date Status Order
O BrIB3 Metworking Equiment for Rearganizing the office 0.00 21-Mow-2006 09:59:30 Cancelled
O Brs2 Contract for cleaning the office 0.00 17-Now-2006 10:45:54 Cancelled
O Br151 Metworking Equirent for Reorganizing the office 25125.00 17-Mow-2006 10:07:17 Rejected
O BA1&0 MetGear Ethernet hubs with 8 ports 7250.00 17-Mow-2006 10:04:41 In Process
O [Br149 Caontract for cleaning the office 19200.00 17-Now-2006 09:53:10 In Process
= WAk IBM ThinkPad Laptops for remate employees 15000.00 09-Now-2006 14:44:27 Approved AG-1358-P-07-0003
Caontract to maintain grounds of lncal reserve 743600.00 07-MNow-2006 15:16:51 Approved AG-1358-P-07-0002
Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. Al rights reserved Privacy Statemert

This will start the Change Order process. There are three steps to the Change Order
process: (1) Enter Changes, (2) Select Approvers and (3) Review and Submit.
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The first step, Enter Changes, will take you to the Change Order: Select Lines page.

ORACLE' iProcurement Shopping Cart Home Logout Preferences Help

Shop Requisitions Receiving

Requisitions | Motifications |

)

ey
Enter Changes Select Approvers Review and Submit
Change Order 67024 (743600.00 USD): Select Lines
For lines with multiple distributions, click on the Quantity link to change guantities or click on the Amount link to change amount

(Cancel ) Step 1 ofJ [Next)
3 Indicates cancelled line

O Indicates a line where requisition information differs from order information. Click the icon to view the differences
B Indicates line has been madified by a buyer

Line  Description Order Type Order Need By Unit Quantity Price Amount (USD) Cancel Line Reason

1 Contract to maintain grounds of local reserve  Purchase  AG-1358-P-07-0002 08-Jan-2007 00:00:00 @ DOLLAR US 185775 1 USD 185775.00 O I:l
2 Contract to manage security for the reserve area Purchase  AG-1358-P-07-0002 |06-Jan-2007 00:00:00 @ DOLLAR US 5578251 UsD 557825.00 ¥ I:l

@ TIP Note that nat all lines may be eligible for changes

(Cancel ) Step 1 of 3 |Next )

Shop | Beguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Carporation. Al rights reserved Privacy Statement

Note: The progress bar at the top of the page indicates the current step in the
Change Order process.

Several changes can be made on this page. A Requisitioner can change the Need-By Date

or update the quantities. Only a Budget Approver has the authority to cancel a line or the
entire Requisition.

Tip! Notice that in this example, the Quantity for the first line is a link instead of a
text box. The link allows you to see more details about that line, and edit the
amounts for each accounting line.

Tip! When you are changing quantities for multiple account codes, enter the Reason
first, and then make the quantity changes.

ORACLE iProcurement Shopping Cart Home Logout Freferences Help

Shop Requisitions Receiving

Requisitions | MNotifications |

)

ey
Enter Changes  SelectApprovers  Review and Submit
Change Requisition: Enter Quantity Changes
(Cancel ) (OK)
Requisition 67024 |
Line 1
Description  Contract to maintain grounds of local reserve
Distributions

Distribution Quantity Charge Account ATmunt {UsD)y Percent
1 §3598.75 | 30.07. 00000000.0210,ZZ ZZ777 777 7777 8359875 45.00000
2 102176.25| 30.07 02104000.0210. 27 77777777 7777 10217625 55.00000

(Cancel) [(OK)

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

In this example, the line for security of the reserve area is the only one that needs to be
edited. Change the Quantity appropriately, then enter a reason for the changes.
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ORACLE iProcurement Shopping Cart Home Logout Freferences Help
Shup' Requisitions Receiving

Requisitions | Motifications | Ay

M

o
Enter Changes  SelectApprowers  Review and Submit

Change Order 67024 (743600.00 USD): Select Lines
For lines with multiple distributions, click on the Quantity link to change guantities or click on the Amount link to change amaount (Cancel ) Step 1 of 3 | Next
(=) Indicates cancelled line |

O Indicates a line where requisition information differs from order information. Click the icon to view the differences.
o Indicates line has been modified by a buyer

Bmount (USD) Cancel Line Reason
18577500 O

Line  Description Order Type Order Need-By Unit
Meed to include ~
557825.00 il additional costs K

1 Contract to maintain grounds of local reserve  Purchase  AG-1358-P-07-0002 08-Jan-2007 00:00:00 @ DOLLAR
| _Cancel ) Step 1 of 3 Nexr

Quantity Pricy

185775 1 US

2 Contract to manage security for the reserve area Purchase  AG-1358-P-07-0002 |08-Jan-2007 00:00:00 @ DOLLAR US h»___

@ TIP Mots that not all lines may be eligile for changes

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. Al rights reserved Privacy Statement

Once all of the necessary changes have been made, click on the Next button to continue.

ORACLE' iProcurement Shopping Cart Home Logout Preferences  Help
Shup' Requisitions Receiving

Requisitions | Moti

T

Enter Changes Select Approvers Review and Submit

Change Order 67024 (743600.00 USD): Select Lines

For lines with multiple distributions, click on the Quantity link to change guantities or click on the Amount link to change amount. (_Cance| ) Step 1 of3 | Next

@ Indicates cancelled line |
O Indicates a line where requisition information differs from order information. Click the icon to view the differences

B Indicates line has been modified by a buyer

Line  Description Order Type Order Need-By Unit Quantity Price Amount (USD) Cancel Line Reason

1 Contract to maintain grounds of local reserve Purchase  AG-1358-P-07-0002 08-Jan-2007 00:00:00 @ DOLLAR US 185775 1 USD 18677600 O I:'
Meed to include ~
2 Contract to manage security for the reserve area Purchase  AG-1358-P-07-0002 08-Jan-2007 00:00:00 @ DOLLAR US B25350) 1 USD 557825.00 O additional costs ~

@ TIP Mote that not all lines ray be eligible for changes
(Cancel ) St of 3 m‘h
Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Privary Statement

Copyright 2000-2005 Oracle Corporation. All rights reserved

This will take you to Step 2 — Select Approvers.

ORACLE' iProcurement Shopping Cart Home Locout Preferences
Shop Requisitions Receiving

Requisitions | Motificati

Enter Changes  Select Approvers  Review and Submit

Change Order: Select Approvers

Your changes will be sent to the following list of approvers (Cance| ) (Back| Step 2 of 3 | Next
( Change First Approver |
Approver Name Delete

MANAGER, SUSAN
MANAGER, CHARLIE

 Add Approver
Mote to Approver [%
| Cancel ) (Back| Step 2 of 3 | Next
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Prefersnces
Copyright 2000-2005 Oracle Corporation. & rights reserved. Privacy Statement

On the Change Order: Select Approvers page, change the Approval Change as necessary.
If you need to review how to adjust an approval history, refer to the Create a Complex
Requisition | Stage 5 - Checkout section (page 55) for additional information.

To continue, click on the Next button to go to Step 3 — Review and Submit.
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ORACLE' iProcurement

Shopping Cart Home Logout Preferences Help
Shop Requi ns Receiving

Enter Changes SelectApprovers  Review and Submit
Change Order 67024: Review and Submit
[ Cancel | | Ea(lgl Step 3 of 3 (_Submit (Only Funds Officers can cancel Approved or Pre-Approved requlsmuns);l
Request Created By REQUISITIONER, DAVE Qld Total Estimated Tax  0.00 USD
Request Creation Date 28-Nov-2006 10:36:58 Mew Total Estimated Tax  0.00 USD
Qld Requisition Total  743600.00 USD Mote to Approver [%
MNew Requisition Total  811725.00 USD
Change Requisition Details
=) Indicates cancelled line
#% Indicates new value
B Indicates line has been modified by a buyer
Order Amount Estimated Tax Recoverable Tax Cancel
Details Line Description Type Order Need-By Unit Quantity Price (USD) Taxable {UsDy {USD) Line Reason
B Show!1 Contract to maintain grounds  pyrepage AG-1358-P- 08-Jan-2007  DOLLAR 1857751 USD 185775.00 o.oo o.oo
of local reserve 070002 00:00:00 us
557825 557625.00
Contract ta manage security AG-1356-P- 08-Jan2007  DOLLAR  gorasns= 1 USD £25950.00 0.0 0.0 Meed to include
B-Show?2 for the reserve area Purchase 7 gonn 00:00:00 us i % o additional costs

Cancel Back | Step 3 of 3 [_Submit (Only Funds Cfficers can cancel Approved or Pre-Approved requisitions)

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. Al rights reserved, Privacy Statement

In Step 3, review the changes that have been made to the Requisition. On this page, the

user has several options:

¢ If the changes no longer need to be made, click on the Cancel button to erase all
the changes made.

o If further changes need to be made, click on the Back button next to the Cancel
button to return to the previous step.

e To view the details about each line item, click on the Show link in the Details column
for more information.

e To finalize the changes and submit the Requisition for approval, click on the Submit
(Only Funds Officers can cancel Approved or Pre-Approved requisitions).

In this example, the Requisition is submitted for approval. Once the submission is
complete, IAS sends the user to a confirmation screen.

ORACLE iProcurement Shopping Cart Home Logout Freferences Help
Shop Receiving

El Confirmation

Y our change request(s) for Requisition 67024 have been submitted for processing. “iew status of the change request(s) from the Requisition Status page.

Change Order 67024: Confirmation Details
Request Created By REQUISITIONER, DAVE
Request Creation Date 28-Nov-2006 10:36:58
Qld Requisition Total  743600.00 USD
MNew Requisition Total  811725.00 USD

Old Total Estimated Tax  0.00 USD
Mew Total Estimated Tax  0.00 USD
Mote to Approver

Change Requisition Details

=) Indicates cancelled line

#% Indicates new value

B |ndicates line has been modified by a buyer

Order Amount Estimated Tax Recoverable Tax Cancel
Details Line Description Type Order Need-By Unit Quantity Price (USD) Taxable {UsD) (USD) Line Reason
Caontract to maintain AG-1358-P- 0B-Jan-2007 00:00:00 DOLLAR
B> Show 1 grounds of local reserve Purchase 07-0002 us 185775 1 USD 185775.00 pg 0.00 0.00
Contract to manage security AG-1358-P- 0g-Jan-2007 00:00:00 DOLLAR 557625 557825.00 Meed to include
BShow?  forthe reserve area Purchase 07-0002 us 625850{% 1 USD 625850.001% No 0.00 0.00 additional costs

Return to Requisition Details
Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. All rights reserved Brivacy Statement
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Please note that if you need to update the account information or add a new line item, the
proper procedure to follow is to first contact the Contracting Officer to cancel the
appropriate line, then copy the requisition to the cart to retrieve the information for that
line. Delete the extra line items from the original Requisition, then continue through the
checkout process and update the accounting as appropriate. Finally, submit the Requisition
for approval. Once you have submitted the new Requisition with the new information, go
back to the original Requisition and cancel the original line item. Once the Requisition is
approved by the Approvers and FFIS, the Contracting Officer can create a new line on the
same award based on the new Requisition you just submitted.

Note: It is recommended that you copy the Requisition to the cart before you cancel
out the line. When you cancel out the line item, the information for that line will not
be entered into the new Requisition when you copy it to the cart.

Warning! A common misconception regarding canceling Requisitions is that an
award can be disassociated from a Requisition. Although PRISM provides the
functionality to disassociate an award, it does not update Oracle and therefore does
not update FFIS. An award cannot be disassociated from a requisition under any
circumstances. The only way to update FFIS is to cancel the award.

Tip! This is a complex process. If you need more detailed instructions, please
contact the IAS Help Desk.
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Canceling Requisitions

In this section, we will learn how a Requisitioner, can cancel a Requisition. A Requisitioner
can only cancel a Requisition if the funds have not been committed by a Budget Approver.
After commitment of funds, only a Budget Approver has FFIS authority to cancel a

Requisition.

Warning! Only Funds Officers can cancel Approved or Pre-Approved Requisitions.

This example demonstrates the steps involved in canceling a Requisition that has been
submitted but is still in the pre-award status. To begin canceling your Requisition, navigate

to the Shop page.

ORACLE iProcurement

Stores | Categories | Shopping Lists | Non-Catalog Request

Search | Exchange.Oracle.com (Go ) Advanced Search
Stores
Ilain Store
Exchange Uracle.com
IMain Store Exchange.Oracle.com

My Requisitions

Copyright 2000-2005 Oracke Corporation. Allrights reserved,

Help

Shooping Cart Home Logout Preferences

Shep Requisitions Receiving

Shopping Cart

Your cart is empty.

Full List )
Requisition Description Total (USD) Status Receive
67131 computer monitors 29559 80 Incomplete
67130 computer monitors 9759.80 In Process
67063 laptop 612381 Incomplete
67025 Office Chairs 12500.00 Approved @E
My Notifications
Full List
Type From Subject Sent
Requisition MAMNAGER, BARRY Purchase Requisition 67025 has been approved 13-Mov-2006
@ TIP Vacation Rules - Redirect or auto-respond to notifications
Shop | R | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Privacy Statement

Locate the Requisition you want to cancel under the My Requisitions section, and select the

corresponding Requisition number.
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Shopping Cart Home Logout Preferences Help

ORACLE iProcurement
Requisitions | Receiving

Shep

Categories | Shopping Lists | Non-Catalog Request

Search | Exchange.Oracle.com

Copyright 2000-2005 Oracke Corporation. Allrights reserved,

Remember!

(So) Advanced Search

@ TIP Vacation Rules - Redirect or auto-respond to notifications

Shop | R

| Receiving | Shopping Cart | Home | Logout | Preferences | Help

Shopping Cart

Stores
T Your cart is empty.
Main Store
ge.0
Main Store Exchange.Oracle.com
My Requisitions
[ Full List
Requisition Description Total (USD) Status Copy Change Receive
computer monitors 29559 80 Incomplete EEl
computer monitors 9759.80 In Process B
laptop 612381 Incomplete
67025 Office Chairs 12500.00 Approved B @E
My Notifications
(_Full List
Type From Subject Sent
Requisition MAMNAGER, BARRY Purchase Requisition 67025 has been approved 13-Mov-2006

Privacy Statement

If you don’t see the Requisition you are looking for displayed, use the

Full List button feature to located your Requisition.

This will take you to a page which displays details for your Requisition.

ORACLE iProcurement

Requisitions | Notifications | Approvals
Shop: Stores >
Requisition 67130

Description
Created By
Creation Date

Remember!

Details icon,

Copyright 2000-2005 Oracle Corporation. Al rights reserved,

computer monitors
REQUISITIONER, SEAN
15-Nov-2006 14:58:22

| Receiving | Shopping Cart | Home | Logout | Preferences | Help

Shopping Cart Home Logout Preferences Help

shop MEETMETGEEN Receiving

|_Copy To Cart ) | Cancel Requisition ) (_Change

Status In Process
Change History No
Urgent Requisition No

Deliver-To  COOPER RIVER DELTA INST PO BOX 1460 Attachment N
CORDOVA, , AK, 99574 achment - Hone
Mote to Buyer
Justification
Details
Line Description Need-By Deliver-To Unit Quantity Price Amount (USD)  Details  Order
1 computer menitors 23-Mov-2006 00:00:00 001G EACH 20 487 99 USD 975980
Total 9759.80
Return | Copy To Cart ) | Cancel Requisition ) | Change

Privacy Statement

If you want to view further details for your Requisition, select the

Once you have finished reviewing the details and verifying you selected the correct
Requisition to cancel, click on the Cancel Requisition button.
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ORACLE iProcurement Shopping Cari Home Logeul Preferences Help

E Requisitions LIl

Requisitions | Notifications | Approvals
Shop: Stores =
Requisition 67130

( Copy To Cart ) ( Cancel Requisition ) ( Change
Description computer monitors
Created By REQUISITIONER, SEAN B
Creation Date 15.Nov-2006 14:58:22 T 2';?‘;?; :‘;‘“”Dr‘ﬁ ::
Deliver-To  COOPER RIVER DELTA INST PO BOX 1460 E i

CORDOVA, , AK, 99574 Attachment  None
Mote to Buyer

Status |n Process

Justification

Details
Line Description Need-By Deliver-To Unit Quantity Price Amount (USD)  Details Order
1 computer menitors 23-Mov-2006 00:00:00 001G EACH 20 437.99 USD 9759.80
Total 9759.80
Retum |_Copy To Cajf

Shop | R | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. Al rights reserved Priuacy Statement

This will take you to the Cancel Requisition: Select Lines page.

ORACLE iProcurement Shopping Cart Home Logeut Preferences Hel

Shop MEEETMETGERE Receiving

Requisitions | Notifications | Approvals

Cancel Requisition 67130 (9759.80 USD): SelectLines

@ Indicates cancelled line (_Return to Requisition ] | Cancel Entire Requisition (Only Funds Officers can cancel Approved or Pre-Approved requisitions) ) | Continue
B Indicates line has been modified by a buyer
Details Line Description Order Type Order Need-By Unit Quantity Price Amount (USD) Select
B Show 1 computer Purchase 23-Nov-2006 00:00:00 EACH 20487.99 USD 9759.30 O
jf’) monitors
(_Return to Requisition | | Cancel Entire Requisition (Only Fund s Officers can cancel Approved or Pre-Approved requisitions) ) | Continue |
Shop | R | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 QOracle Corporation. Al rights reserved. Privacy Statement

Tip! If you want to see charge account information for a line item in your
Requisition, click the Show button to display it.

Details Line Description %:::gr Order MNeed-By Unit Quantity Price Amount (USD) Select
¥ Hide 1 computer Purchase 23-Mov-2006 00:00:00  EACH 20 487.99 USD grea0 (O
moniters
Distributions
Distribution Quantity Charge Account Amount (USD) Percent
1 203007 22 777777 7777777 77 7777777 77 700000000 0210 27 77777777 7777 975980 100.00000

On the Cancel Requisitions: Select Lines page, you can select the individual lines that you
want to cancel by checking the box in the Select column. If you had a Requisition with
multiple line items, and you decided to cancel the entire Requisition, you can select the
Cancel Entire Requisition button.

ORACLE' iProcurement Shopping Cart Home Logout Preferences Help

E Requisitions LIl

Requisitions | Notifications | Approvals

Cancel Requisition 67130 (9759.80 USD): Select Lines

@ Indicates cancelled line (_Return to Requisition ) | Cancel Entire Requisition (Only Funds Officers can cancel Approved or Pre-Approved requisitions) ) | Continue |
B |ndicates line has been modified by a buyer
Order
Details Line Description Type Order Need-By Unit  Quantity Price Amount (
¥ Hide 1 computer Purchase 23-Nov-2006 00:00:00  EACH 20 48799 USD 975480

monitors

Distributions
Distribution Quantity Charge Account Amount (USD) Percent
1 20 30.07 700000000.0210 9759.80 100.00000

(_Return to Requisition ) | Cancel Entire Requisition {Only Funds Officers can cancel Approved or Pre-Approved requisitions) ) ( Continue

Shop | R | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. Al rights reserved Brivacy Statement

After selecting which items to cancel, click the Continue button.
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ORACLE iProcurement Shcoping Cant Home Logout Erefersnces hel

Shop Requisitions Receiving

Requisitions | Motifications | Approvals

Cancel Requisition 67130 (9759.80 USD): Select Lines

@ Indicates cancelled line | Return to Requisition ) | Cancel Entire Requisition (Only Funds Officers can cancel Approved or Pre-Approved requisitions) | | Continue
B |ndicates line has been modified by a buyer

Order

Details Line Description Type Order Need-By Unit Quantity Price Amount (USD) Sglecl
W Hide 1 computer Purchase 23-Nov-2006 00:00:00  EACH 20 487.99 USD 9759.80 |[7;
manitors o
Distributions
Distribution Quantity Charge Account Amount (USD) Percent

1 20 30.07 700000000.0210 9759.80 100.00000

| Return to Requisition J (_Cancel Entire Requisition (Only Funds Officers can cancel Approved or Pre-Approved requisiti @
Shop | R | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. Al rights reserved, i

You should now see the Cancel Requisition: Review and Submit page.

ORACLE iProcurement Shooping Cart Home Logout Ereferences Heln

Shop Requisitions Receiving

Requisitions | Motifications | Approvals

Cancel Requisition 67130: Review and Submit

| Rewrn to Requisition ) | Back ) ( Submit (Only Funds Officers can cancel Approved or Pre-Approved requisitions)

Request Created By REQUISITIONER, SEAN Request Creation Date  27-Mov-2006 09:09:49
Old Requisition Total 9759.80 USD Old Total Estimated Tax  0.00 USD
Mew Requisition Total  0.00 USD MNew Total Estimated Tax  0.00 USD

Cancel Requisition Details

(=) Indicates cancalled ling

B |ndicates line has been modified by a buyer

Details Line Description Order Type Order Need-By Unit Quantity Price Amount (USD) Cancel Line
b Show 1 computer manitors Purchase 23-Nov-2006 00:00.00 EACH 20 487.99 USD 9799.80 Yes

| Return to Requisition ) ( Back ) | Submit (Only Funds Cfficers can cancel Approved or Pre-Approved requisitions)

Shop | R | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. Al rights reserved, Privacy Statement

Note: The Cancel Requisition Details section gives detail about two icons that will be

displayed next to line items that have been canceled, @ or line items that have
been modified by a buyer, ¥

Cancel Requisition Details

(==} Indicates cancelled line
B |ndicates line has been modified by a buyer

On this page, please review and make sure that all appropriate line items have been
selected for cancellation. There is a Cancel Line column that will give a “Yes” or “No”

response to the cancellation of that line. ‘
Details Line Description Order Type Order Need-By Unit Quantity Price Amount (USD) Cancel Line
B> Show 1 computer moniters Purchase 23-MNov-2006 00:00:00 EACH 20 487.99 USD 9759.80 Yes

If you want to make further changes before canceling your Requisition, select the Back
button. If you are satisfied with your cancellation, click the Submit button.
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ORACLE iProcurement

ions | Notifications | Approval

Cancel Requisition 67130: Review and Submit

| Rewrn to Requisition ) | Back ) ( Submit (Only Funds Officers can cancel Approved or Pre-Approved requisitions)
Request Created By REQUISITIONER, SEAN Request Creation Date  27-Nov-2006 09:09:49
Old Requisition Total  9759.80 USD Old Total Estimated Tax 0.00 USD
Mew Requisition Total 0.00 USD Mew Total Estimated Tax  0.00 USD
Cancel Requisition Details

@ Indicates cancelled line
o Indicates line has been modified by a buyer

Details Line Description Order Type Order Need-By Unit Quantity Price Amount (USD) Cancel Line
P> Show|1 computer monitors Purchase 23-Nov-2006 00-00:00 EACH 20 487 99 USD
|_Return to Requisition
Shop | Regquisitions | Receiving | Shopping Cart | Home | Logout | Preferences
Copyright 2000-2005 Oracle Corporation. Al rights reserved

Privacy Sf t

Remember! Cancellations of Requisitions that have been sent to FFIS can not be

initiated by a Requisitioner. If a Requisitioner attempts to cancel these Requisitions,
it will result in a Document Resolution Message from FFIS.

After submission, the Cancel Requisition: Confirmation Details page will display on your
screen. You will receive a confirmation message at the top of this page.

ORACLE iProcurement

Shopping Cart Home Logout Preferences Help

Shop Receiving
ons | Motifications | Approvals

Confirmation

Your request(s) for Req

167130 have been submitted for processing. View status of the cancelation request(s) fram the Requisition Status page.
Cancel Requisition 67130: Confirmation Details

Request Created By REQUISITIONER, SEAN Request Creation Date  27.Nov-2006 09:09:49
Old Requisition Total 9759.80 USD Old Total Estimated Tax  0.00 USD
Mew Requisition Total 0.00 USD Mew Total Estimated Tax  0.00 USD
Cancel Requisition Details
(=3 Indicates cancelled line
H Indicates line has been modified by a buyer
Details Line Description Order Type Order Need-By Unit Quantity Price Amount (USD) Cancel Line
B> Show|1 computer moniters Purchase 23-Nov-2008 00:00:00 EACH 20 487.99 USD 9759.80 Yes

Return to Requisition Details

Shop |

| Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. Al rights reserved

Privacy Statement
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Requisition Approval

Introduction

In the previous topic, you learned about how work with Requisitions from the Requisitioner’s
point of view. In this topic, the Requisition approval process will be covered.

Objectives

In this topic you will learn how to:

e Approve a Requisition as a Management Approver

e Approve a Requisition as a Budget (Funds) Approver
0 Reviewing the Requisition Details
0 How to Respond to Requisition Approvals and Change the Requisition
o0 Edit the Requisition as the Approver

e Cancel Requisitions
0 Business Process Guidelines
0 Cancel Requisition Process in IAS

¢ Manage Notifications

0 Reassign Notification During Absence
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Management Approval

The function of a Management Approver, also called Requisition Approver, in IAS is to
review Requisitions as submitted by a Requisitioner for technical, property, or management
approval. In addition, they may ensure all purchase requests are necessary. In this
section, you will learn how to process a basic approval of a Requisition, with no adjustments
or additions. In the next section, Requisition approval with changes will be covered.

When a Management Approver logs into IAS, the Shop page will be displayed on your
screen. In the My Notifications section, a portion of your Requisitions will be displayed.

ORACLE iProcurement Shopping Cart Home Logout Freferences Hel

Shop Requisitions Receiving

Stores | Categories | Shopping Lists | Non-Catalog Request

Search | Main Store (_Go ) Advanced Search
Shopping Cart
Stores 2
. Your cart is empty.
Main Store Exchange Oracle com
Main Stare

My Requisitions

Full List )
Requisition Description Total (USD) Status Copy Change Receive
No data exists
My Notifications

Full List )
Type From Subject Sent
Requisition REQUISITIONER. SEAN Purchase Requisition 67025 for REQUISITIONER. SEAN (12500.00 USD 09-Nov-2006

@ TIP Vacation Rules - Redirect or aute-respond to notifications

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. Al rights reserved. Privacy Statement

The My Notifications section of the Shop page is similar to the To Do List in the previous
version of 1AS.

REMEMBER: The My Notifications section of the Shop page may not display the
entire list of all Requisitions awaiting approval.

To review the entire list of Requisitions pending approval, click the Full List button. This
will take you to the Worklist page under the Requisitions tab.

The Worklist Page

The Worklist page allows you to view and sort all Notifications.

Shopping Cart Home Logout Preferences Help

ORACLE iProcurement

Shop  JCECETTEN  Receiving
Requisitions | Motifications | Approvals
Shop: Stores > MNotification Details > Requestinformation > Motification Details >
Worklist

View |Open Notifications Go

Select Subject Sent Due - Fn Level From Type

There are na notifications in this view
@ TIP Vacation Rules - Redirect or auta-respond to notifications
@ TIP Worklist Access - Specify which users can view and act upen your notifications

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. Al rights reserved Privacy Statement
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The View dropdown menu allows you to view All Notifications, FYI Notifications, Notifications
from Me, Open Notifications, and To Do Notifications.

ORACLE iProcurement

Shop: Stores = Motification Details = Requestinformation = Mofific

Open Motifications
All Motifications
FYI Motifications 1 this vie

@ Tip [Motifications From Me r auto-refibond to notifications
@ TIP % m_':u:uﬁ which uglfrs can view and act upor
o Do MNotifications

Shop |

Copyright 2000 gron. All rights rezerved.

From the Worklist page, you can also create rules to redirect or auto-respond to your
Notifications using the Vacation Rules link. In addition, you can specify which users can
view and act upon your Notifications using the Worklist Access link.

& TIP Vacation Rules - Redirect or auto-respond to notifications
& TIP Waorklist Access - Specify which users can view and act upan your notifications

Now that the Worklist page has been reviewed, let’s continue the Requisition Approval
process. From the Shop page in the My Notifications section, select the Requisition to be
approved.

ORACLE' iProcurement Shopping Cart Home Logout Preferences Help

Shop Requisitions Receiving

Stores | Categories | Shopping Lists | Non-Catalog Request

Ser3 (Go) Advanced Search
Shepping Cart
Stores PRing
ban Stare Your cart is empty
Vain Store
Main Stare Exchange.Oracle.com

My Requisitions

(_Full List )
Requisition Description Total {USD) Status Copy Change Receive
Mo data exists.
My Notifications
(_Full List )
Type From Sent
Requisition MANAGER. LAURA 09-Mov-2006

Purchase Requisition 67025 for REQUISITIONER. SEAN (12500.00 USD
pnd to notifications

@ TIP Vacation Rules - Rediract or auto-%

You should see the Purchase Requisition page for the Requisition selected for approval. To
ensure you are on the correct page, look at the Title Bar which should include the
Requisition number, the name of the original Requisitioner, and the total amount of the
Requisition. In the case of our selection, the Requisition number is 67025, the
Requisitioner’'s name is Sean Requisitioner, and the amount of the Requisition is $12,500.
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ORACLE' iProcurement Shopping Cari Home Logout Prefersnces Help
Shop Requisitions Receiving
Requisitions | Notifications | Approvals
Shop: Stores >
Purchase Requisition 67025 for REQUISITIONER, SEAN (12500.00 USD)
(Approve | (Approve And Forward ) | Forward ) (Reject ) ( Reassign ) ( Request Information )

From MAMNAGER. LAURA Description Office Chairs
To MAMAGER, BARRY Requisition Total 12500.00 USD
Sent  09-Nov-2006 11:56:44 Estimated Tax 0.00 USD
ID 307778
Requisition Lines
Line Description Supplier Cost Center Unit Quantity Price (USD}) Amount (USD)
1 Office Chairs - 108307698 30 EACH 50 250 12500.00

Approval Sequence

Num Name Action Action Date Note
1 REQUISITIONER, SEAN Submitted 09-MNov-2006 10:26:13

2 REQUISITIONER, SEAN Forwarded 09-Nov-2006 10:26:14

3 MANAGER, LAURA Approved 09-MNov-2006 11:56:40

4 MANAGER, BARRY Pending

Related Applications

Edit Requisition
View Requisition Details

Respense

Forward To | All Employees and Users -,,{

Note

Return to Worklist Approve | (Approve And Forward | ( Forward ) ( Reject ) | Reassign ) ( Request Information )

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. All rights reserved Privacy Statement

On this page, you will see general information about the selected Requisition in the
Requisition Lines section including Line Items, Quantity, Price, Cost Center, Supplier and
Amount.

Requisition Lines

Line Description Supplier Cost Center Unit Quantity Price (USD) Amount (USD
1 Office Chairs - 108307698 30 EACH 50 250 12500.00

You will also see the Approval Sequence of the Requisition up through this point in time,
including your name and the pending status of the Requisition. In our example, the login
Name is Barry Manager and the Action status is Pending. This Pending status indicates that
the Requisition is currently in the care of Barry Manager for approval.

Approval Sequence

Num Name Action Action Date Note
1 REQUISITIONER, SEAN Submitted 09-Nov-2006 10:26:13

2 REQUISITIONER, SEAN Forwarded 09-Nov-2006 10:26:14

3 MANAGER, LAURA Approved 09-Nov-2006 11:56:40

4

MANAGER. BARRY » Pending

The Related Applications section of the Purchase Requisition page allows you to edit this
Requisition using the Edit Requisition link. More detail will be provided about editing a
Requisition in the next section.

Related Applications

» Edit Requisition
» View Requisition Details

The Related Applications section of the Purchase Requisition page allows you to review the
details of a Requisition using the View Requisition Details link. Click on this link now to
review the details of your Requisition.
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ORACI_E iProcurement Shopping Cart Home Logout Preferences Help
Shop CECTETEETTEN . Receiving D
Requisitions | Notifications | Approvals
Shop: Stores » DNotification Details >
Requisition 67025
0K
Description  Office Chairs Status In Process
Created By REQUISITIONER, SEAN Change Histary  No
Creation Dats 07 Hov-2006 15:37:25 Tl L
Deliver-To  USDA RURAL DEVELOPRMENT 230 N. 15T AVE, g Anaqchmem None
SUITE 206 PHOENIX, , AZ, 85003
Mote to Buyer
Justification
Details
Line Description Need-By Deliver-To Unit Quantity Price Amount (USD)  De Order
1 Office Chairs 09-Dec-2006 00:00:00 RD-AZ-9417 EACH a0 250USD 12500.00
Total 12500.00
Return (oK
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-200¢ Oracle Corporation. All rights reserved.

Now, you will see a new page in your window displaying the general details of your
Requisition. To see further details about Line Items in your Requisition, click the Details

icon, , in the Details column of the page.
ORACLE' iProcurement Shopping Cart Home Logout Preferences Help
Shop | Requisitions Receiving

Requisitions | Notifications | Approvals
Shop: Stores > Nofification Details =
Requisition 67025

(oK
Description  Office Chairs Status In Process
Created By REQUISITIONER, SEAN "
Change History No
Creation Date  07-Nov-2006 15:37:25 Urgent Reguisition No
Deliver-To  USDA RURAL DEVELOPMENT 230 N. 1ST AVE, L, g
Attachment None

SUITE 206 PHOENIX, , AZ, 85003 Note to Buysr

Justification

Details
Line Description Need-By Deliver-To Unit Quantity Price
1 Office Chairs 09-Dec-2006 00:00:00 RD-AZ-9417 EACH a0 250UsD
Total
Return

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

You should see a page displaying further details for that line item.

ORACLE' iProcurement Shopping Cart Home Logout Prefersnces Help
Shop ) Requisitions Receiving D
Requisitions | Notifications | Approvals
Shop: Stores > [ofification Details » Requisition 67025 >
Redquisition 67025 Line 1: Details
1Ok
Requisition
Description  Office Chairs Current Approver MANAGER. BARRY
Status In Process Approver Phone
Change History Mo Date Sent to Approver  09-Mov-2006
Additional Information
Order
Mo data exists

Shipment

Shipment Shipment Date Expected Receipt Date Freight Carrier Tracking Number Track Shipment

No data exists.

Receipt

Receipt Transaction Date Received Unit Received By Received by Phone Items Returned

Mo data exists

| OK
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracke Corporatien. &Il rights reserved Privacy Statement

Tip! To see a third level of details, click the Show Additional Information link
located in the Requisition section of this page.
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ORACLE' iProcurement

ns | Notifications | Approvals
Shop: Stores > [otification Details » Requestinformation > Motification Details » Requisifion 67025 >

Requisition 67025 Line 1: Details

Requisition
Description  Office Chairs
Status In Process
Change Histary No
¥ Hide Additional Information
Item Information
REQUISITIONER. SEAN
09-Dec-2006 00:00:00

Requester

Meed-By Date

Item Mumber
Category Description
P-Card Used
Taxahle

MAINT-REP OF OFFICE SUPPLIES
No
Ho

Charge Account
Charge Account

30.07. 700000000.0210
Attachment
File Name Type Description Category

Mo data exists

Order
Mo data exists

Shipment
Shipment
No data exists.

Shipment Date Expected Receipt Date

Receipt
Receipt
Mo data exists.

Transaction Date Received Unit

Copyright 2000-2005 Oracle Corporation. All rights reserved

Last Updated By

Freight Carrier

Received By

Shopping Cart Home Logout it
oK
Current Approver MANAGER. LAURA
Approver Phone
Date Sent to Approver  09-Nov-2006
Deliver-To Location RD-AZ-9417
Destination Type Expense
Inventory Replenishment Request No
Supplier - 108307698
Supplier Site 108307698ES
Supplier Contact
Contact Phone
Supplier ltem
Transaction Code  1Q-NOCOMMIT A
Project Number Task Number Expenditure Type Expenditure Organization Expenditure Item Date Percent
100
Last Updated Usage Update Delete
Tracking Number Track Shipment
Received by Phone Items Returned
_Ok

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Privacy Statems

Now that details for your Requisition have been reviewed, click on the OK button to return

to the previous details screen.

ORACLE iProcurement

ns | Notifications | Approvals
Shop: Stores > MNofification Details > Requisition 67025 =

Redquisition 67025 Line 1: Details

Requisition
Description  Office Chairs
Status In Process
Change History Mo

dditional Information

Order

Mo data exists

Shipment
Shipment
No data exists.

Shipment Date Expected Receipt Date

Receipt

Receipt
No data exists.

Transaction Date Received Unit

Copyright 2000-2005 Oracle Corporation. All rights reserved

Freigh

Received By

Current Approver
Approver Phone
Date Sent to Approver

t Carrier

Received by Phone

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Tracking Number

Shopping Cart  Hom

Logout Frefersnces Help

Receiving

)

MANAGER.BARRY

09-Nov-2006

Track Shipment

Items Returned

Select the OK button one additional time to return to the Purchase Requisition screen.
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ORACLE' iProcurement Shopping Cari Home Logout Preferences Help
Shop Requisitions Receiving
Requisitions | Notifications | Approvals
Shop: Stores >
Purchase Requisition 67025 for REQUISITIONER, SEAN (12500.00 USD)

Approve ) | Approve And Forward ) ( Forward ) ( Reject | [ Reassign ) ( Request Information

From MANAGER, LAURA Description Office Chairs
To MAMAGER, BARRY Requisition Total 12500.00 USD
Sent  09-Nov-2006 11:56:44 Estimated Tax 0.00 USD
ID 307778
Requisition Lines
Line Description Supplier Cost Center Unit Quantity Price (USD) Amount (USD)
1 Office Chairs - 108307693 30 EACH 50 250 12500.00

Approval Sequence

Num Name Action Action Date Note
1 REQUISITIONER, SEAN Submitted 09-Nov-2006 10:26:13

2 REQUISITIONER, SEAN Forwarded 09-Nov-2006 10-26:14

3 WMANAGER. LAURA Approved 09-Nov-2006 11:56:40

4 MANAGER, BARRY Pending

Related Applications

Edit Requisition
View Requisition Details

Respense
Forward To | All Employees and Users .,’f
Mote
Return to Worklist Approve | (Approve And Forward | ( Forward ) ( Reject ) | Reassign ) ( Request Information )
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. 4l rights reserved Privacy Statement

On this Purchase Requisition page, there is also a Response section If you are forwarding
this document to another person, please select this person from the selection list using the
following format: LAST_NAME, FIRST_NAME. Only use this when forwarding or approving
and forwarding. Please leave the selection to All Employees and Users as the other option is
not supported at this time.

Response

Forward To |ﬁ~.l| Employees and Users [V] ,,5?
Mote

The navigation area on the Purchase Requisition page is located along the top-right and
bottom-right of the screen. It provides you, the Approver, six options: Approve, Approve
and Forward, Forward, Reject, Reassign, and Request Information.
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ORACLE iProcurement Shopping Cart Home Logout Freferences Hel
Shop Requisitions Receiving

Requisitions | Notifications | Approvals

Shop: Stores >
Purchase Requisition 67025 for REQUISITIONER, SEAN (12500.00 USD)
Approve ) | Approve And Forward ) Forward | ( Reject ) ( Reassign ) | Request Information |
From MANAGER, LAURA Description  Office Chairs
To MAMNAGER, BARRY Requisition Total 12500.00 USD

Sent  09-Nov-2006 11:56:44 Estimated Tax 0.00 USD
D 307778
Requisition Lines
Line Description Supplier Cost Center Unit Quantity Price (USD) Amount (USD)
1 Office Chairs - 108307698 30 EACH 50 250 12500.00

Approval Sequence

Num Name Action Action Date Note
1 REQUISITIONER, SEAN Submitted 09-MNovw-2006 10:26:13

2 REQUISITIONER, SEAN Forwarded 09-Novw-2006 10:26:14

3 MANAGER, LAURA Approved 09-MNow-2006 11:56:40

4 MANAGER. BARRY Pending

Related Applications

Edit Requisition
View Requisition Details

Response
Vg
Nate
Return to Waorklist Approve ) (_Approve And Forward ) ( Forward ) (Relect ) (Reassian ) ( Request Information )
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. Al rights reserved. Privacy Statement
| Approve | [ Approve And Forward | | Forward | ( Reject | [ Reassign ) | Request Information |
Approve

The Approve button allows you to continue with the process of approving a Requisition.
Approve and Forward

The Approve and Forward button is used when an Approver wants to acknowledge they
approve a Requisition but also want to obtain the approval of another party. For example,
in the case of an IT purchase when approval is also needed from the IT department.

Forward

The Forward button allows you to forward a Requisition to another Approver for approval
and review. A good example of when this is useful is when you need to forward the
Requisition to another department for approval. Often times, Requisitions for technological
equipment, like computers or monitors, need to be forwarded to the IT department for
approval.

Tip! Do not attempt to forward a Requisition to a Contracting Officer, as the
Requisition will be sent to the Acquisition Management module per pre-determined
rules.

Reject
The Reject button allows you to reject a Requisition.

Reassign
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The Reassign button allows you to reassign a Requisition to another party for Approval.
Reassigning a Requisition takes you out of the Approval Chain and allows another user to
act on your behalf.

Request Information

The Request Information button allows you to request additional information from the
Requisitioner regarding a Requisition.

Let’s continue and quickly approve your Requisition. Once you are satisfied with the
Requisition and its details, select the Approve button on the Purchase Requisition screen.

ORACLE' iProcurement Shopoing Carl Home Logout Preferences Help
Shop Requisitions Receiving

Requisitions | Notifications | Approvals
Shop: Stores » Dotification Details » Requestinformation >

Purchase Requisition 67025 for REQUISITIONER, SEAN (12500.00 USD)

(Approve ) (Approve And Forward ) (Forward ) (Reject ) (Reassign ) ( Request Information )

From REQUISITIONER, SEAN Description  Office Chairs

To MAMAGER, LAURA Requisition Total 12500.00 USD
Sent  09-Hov-2006 10:26:14 Estimated Tax 0.00 USD
D 307772
Requisition Lines
Line Description Supplier Cost Center Unit Quantity Price (USD) Amount (USD)
1 Office Chairs - 108307698 30 EACH 50 250 1250000

Approval Sequence

Num Name Action Action Date Note
1 REQUISITIONER, SEAN Submitted 09-MNovw-2006 10:26:13

2 REQUISITIONER, SEAN Forwarded 09-Mov-2006 10:26:14

3 MANAGER, LAURA Pending

4 MANAGER. BARRY

Related Applications

Edit Requisition
View Requisition Details

Response

Forward To | All Employees and Users ,,;f

Note

Return to Worklist

(Approve ) ( ABrove And Forward ) ( Forward ) ( Reject ) ( Reassign | ( Request Informaticn )
Eome | Lodg Preferences | Help

Privacy Statement

Shop | Requisitions | Receiving | Shopping Ca

Copyright 2000-2005 Oracle Corporation. Al rights reserved.

You have just approved a Requisition. Doing so will take you directly to the Worklist page.
The Worklist page is also known as the Notifications page.

ORACLE iProcurement Shopping Cart Home Logout Freferences Hel
Shop Requisitions Receiving ’

Requisitions | Notifications | Approvals

Shop: Stores > Nolification Details > RequestInformation > Motification Details =

Worklist
View |Open Notifications Go
Select Subject Sent Due - Fn Level From Type

There are no notifications in this view.
@ TIP Vacation Rules - Redirect or auto-respand to notifications
@ TIP Worklist Access - Specify which users can view and act upon your notifications

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. All rights reserved. Privacy Statement

Note: To ensure the Requisition was approved and submitted to the next approval
level, Click on the Approvals link in the blue task bar at the top of the page.
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ORACLE iProcurement Shopping Cart Home Logout Freferences Help

Shop ) Requisitions Receiving

ons |

Select From Type Subject Sent Due
There are no notifications in this wiew.

@ TIP acation Rules - Redirzct or auto-respond to notifications.

@ TIP Worklist Access - Specify which users can view and act upon your notifications

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. Al rights reserved Brivacy Statemert

This will take you to the Requisition Approvals page.

ORACLE' iProcurement Shopping Cort Home Logout Preferences Help
Shop Receiving
Approvals
Requisitions [
| _Search
Views

View |Requisitions to Approve v [ Co

Olndicates requisition with a pending change request |

Select Requisition Description Total (USD) Creation Date Status Order
Mo data exists.

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2003 Oracle Corporation. All rights reserved. Privacy Statement

This page defaults to viewing the Requisitions that await the user’s approval. To see
the Requisitions that have already been approved, click on the View drop down menu
and select Requisitions | have Approved. Then click on the Go button to change
the view.

ORACLE' iProcurement Shopping Cart Home Logout Prefersnces el
Shop )

Requisitions Receiving

Gisitions

|_Search

Views

View |Requisitions to Approve v [ Go
@|ndiqRequisitions to Approve ange reg
JRERERY] - - s | App » B8

Description Total (USD) Creation Date Status Order

Mo data exists

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Carporation. Al rights reserved Privacy Statement

This will change the view to show all the Requisitions that have been approved.

ORACLE iProcurement Shopping Cart Home Logout Preferences Help
Shop Receiving

Approvals

Requisitions

|_Search

Views

View |Requisitions | Have Approved v | |

@Indicates requisition with a pending chang=request, |

Select requisition: (_Copy To Cart | [ Cancel Requisition )
Select Requisition Descri Total (USD) Creation Date Status Order
‘ O B7130 computer monitors 0.00 15-Mow-2006 14:58:22 Cancelled
O Erozs Office Chairs 1260000 07-Now-2006 15:37:25 Appraved AG-22A7-P-07-0003

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. & rights reserved. Privacy Statement
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Notice that in this example, the Requisition number 67025 that was approved by the
Management Approver earlier has gone through the Requisition and Acquisition
processes. This is shown by the order number in the Order column. When you first
approve the Requisition, it will appear as Pre-Approved until the Budget Approver
and FFIS have approved the document. To find out more about the Requisition
Status, please refer to the Requisitions — Tracking Requisition Status section
(page 73) of this document.
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Budget (Funds) Approval

The function of a Budget Approver, also called Funds Approver, in IAS is to review and
approve Requisitions as submitted by Requisitioners. Budget Approvers ensure the
accuracy of the Budget Codes and ensure that the funds have the proper apportionment
before Requisitions are made against them. In this section, you will learn how to check the
accounting codes of a Requisition and edit them if necessary.

When a Budget Approver logs into IAS, the Shop page will be displayed on your screen. It
will look just like the Shop page looks for a Management Approver. In the My Notifications
section, a portion of your Requisitions will be displayed.

ORACLE' iProcurement Shopping Cart Home Logout Preferences ey

Shop Requisitions Receiving

ing Lists | Mon-Catalog Reguest

Search | Main Store b Go ) Advanced Search

Shopping Cart

Stores L

Main Your cart is empty.

ain Stare
ryra=v— e, X
Main Stars Exchange.Oracle.com

My Requisitions

Full List
Requisition Description Total (USD} Status Copy Change Receive
Mo data exists
My Notifications

Full List )

Type From Subject Sent
Requisition MANAGER, BARRY Purchase Requisition 57064 for REQUISITIONER, DAVE (1f000.00 USD! 13-MNov-2006
Reguisition MANAGER, SUSAN Purchase Reguisition 57024 for REQUISITIONER, DAVE B00.00 UED 09-Mov-2006

@ TIP ‘acation Rules - Rediract or auto-respond to natifications

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. All rights reserved

Privary Statement

Remember! The My Notifications section of the Shop page may not display the
entire list of all Requisitions awaiting approval.

To continue, click on the subject of the Notification. This will take you to the Purchase
Requisition page. You should see the Purchase Requisition page for the Requisition selected
for approval. This page is more commonly known as the Notification Details page.
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ORACLE iProcurement Shopping Cart Home Logout Prafersnces Help

Shop Requisitions Receiving

Requisitions | Notifications | A
Shop: Stores =
Purchase Requisition 67064 for REQUISITIONER, DAVE {10000.00 USD)

Approve ) | Approve And Forward ) ( Forward ) [ Reject ) ( Reassign ) ( Request Information )
From MANAGER, BARRY Description  IBM ThinkPad Laptops for remote employees
To MANAGER, CHARLIE Requisition Total 10000.00 USD
Sent  13-Nov-2006 08:22:20 Estimated Tax 0.00 USD |
ID 308886
Requisition Lines
Line Description Supplier Cost Center Unit Quantity Price (USD) Amount (USD)
1 IBM ThinkPad Laptops for remate employees 3o EACH 4 2500 10000.00

Approval Sequence

Num Name Action Action Date Note
1 REGQUISITIONER, DAVE Submitted 03-Nov-2006 15:11:51

2 REQUISITIONER, DAVE Forwarded 03-Nov-2008 15:11:52

3 MANAGER, SUSAN Approved 09-Mov-2005 15:31:25

4 MANAGER, BARRY Approved 13-Nov-2006 08:22:03

5 MANAGER, CHARLIE Pending

Related Applications

Edit Reguisition [%
Wiew Requisition Details

Response
Forward To | All Employees and Users ‘ 2?
Note
Return to Worklist Approve ) | Approve And Forward | ( Forward | ( Reject ) ( Reassign ) | Request Information |
Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. Al rights reserved Brivacy Statemert

Tip! To ensure you are on the correct page, look at the Title Bar which should
include the Requisition number, the name of the original Requisitioner, and the total
amount of the Requisition. In this case, the Requisition number is 67064, the
Requisitioner’s name is Dave Requisitioner, and the amount of the Requisition is
$10,000.

Reviewing the Requisition Details

Again, the basic information about the Requisition is available here. To see additional
details, including the accounting information, click on the View Requisition Details link
under the Related Applications section, just like the Management Approver did.

Related Applications

Edit Requisition
» View Requisition Details

This takes you to the Requisition Details page.
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ORACLE' iProcurement Shopping Cart Home Logout Preferences  Help
Shop I Receiving

Requisitions | Motifications |
Shop: Stores = Maotification Details =

Requisition 67064

Description  IBM ThinkPad Laptops for remote employees
Created By REQUISITIONER, DAVE
Creation Date  09-Now-2006 14:44:27
Deliver-To 3101 PARK CENTER DRIVE ROOM 906
ALEXANDRIA, , VA, 22302
Justification

Status  Pre-Approved
Change History  No
Urgent Requisition No
Attachment  None
Note to Buyer

Details
Line Description Need-By Deliver To Unit CQuantity Price Amount (USD)
1 IEM ThinkPad Laptops for remote employees 29-Dec-2006 00:00:00 FMNS-HO-ADMIN EACH 4 2500 USD 10000.00
Total 10000.00
Retum (0K
Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. Al rights reserved Privacy Statement

As with the Management Approval process, you can see further details about Line Items in

your Requisition by clicking on the Details icon, , in the Details column of the page.

ORACLE iProcurement Shopping Cart Home Logout Preferences Help
Shop I Receiving

Requisitions | Matificatio
Shop: Stores > Mofification Details =
Requisition 67064

Description  IBM ThinkPad Laptops for remote employees
Created By REQUISITIONER, DAVE
Creation Date  09-Now-2006 14:44:27
Deliver-To 3101 PARK CENTER DRIVE ROOM 906
ALEXANDRIA, , VA, 22302
Justification

Status  Pre-Approved
Change History  No
Urgent Requisition No
Attachment  None
Note to Buyer

Details
Line Description Need-By Deliver To Unit CQuantity Price
1 IBM ThinkPad Laptops for remote employees 29-Dec-2008 00:00:00 FNS-HO-ADMIN EACH 4 2500 UsSD
Total
Retum
Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Carporation. Al rights reserved Privacy Statement
You should see a page displaying further details for that line item.
ORACLE' iProcurement Shopping Cert Home Logout Preferences Help

Shop' Requisitions Receiving :

Requisitions | Motific
Shop: Stores » Mofification Details » Bequisition 67064 >

Requisition 67064 Line 1: Details

[ Ok

Requisition

Description  IBM ThinkPad Laptops for remote employees Current Approver  MANAGER, CHARLIE |
Status  Pre-Approved Approver Phone
Change Histary  No Date Sent to Approver  09-Nov-2006
B Show Additional Infarmation
Order k
Mo data exists

Shipment

Shipment Shipment Date Expected Receipt Date Freight Carrier Tracking Number Track Shipment

Mo data exists

Receipt

Receipt Transaction Date Received Unit Received By Received by Phone Items Returned

Mo data exists
0K

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. A1l rights reserved Privacy Statement
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Tip! To see a third level of details, click the Show Additional Information link
located in the Requisition section of this page. This is where you can find the
Accounting information.

Remember! It's very important to review the Accounting Information. Many
avoidable errors occur because of incorrect Accounting Codes.

ORACLE iProcurement Shopping Cart Home Logout Freferences Help
Shop Requisitions Receiving
Requisitions | Motifications | 5
Shop: Stores = Motification Details = Requisition A70R4 >
Requisition 67064 Line 1: Details
ok
Requisition
Description  IBM ThinkPad Laptops for remote employees Current Approver  MANAGER, CHARLIE
Status  Pre-Approved Approver Phone
Change Histary No Date Sent to Approver  09-Nov-2006
¥ Hide Additional Infurm% [ali}
Item Information
Requester REQUISTIONER, DAVE Deliver-To Location  FNS-HQ-ADMIN
MNeed-By Date  29-De c-2006 00:00:00 Destination Type  Expense
Itermn Number Inventory Replenishment Reguest No
Category Description MISCELLANEOUS ITEMS Supplier
P-Card Used No Supplier Site
Taxable No Supplier Contact
Contact Phone
Supplier tem
Transaction Code  10-COMMIT
Charge Account
Charge Account Project Number Task Number Expenditure Type Expenditure Organization Expenditure Item Date  Percent
30.07 00000000.0210, 100
Attachment
File Name Type Description Category Last Updated By Last Updated Usage Update Delete
Mo data exists
Order
Ma data exists
Shipment
Shipment Shipment Date Expected Receipt Date Freight Carrier Tracking Number Track Shipment
No data exists
Receipt
Receipt Transaction Date Received Unit Received By Received hy Phone Items Returned
Mo data exists
ok )
Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. A1l rights reserved Privacy Statement

In this example, the accounting code was set use money from the wrong budget. As the
Budget Approver, you can edit the Requisition so that it uses the correct account code.
First, return to the Requisition screen. Click on the OK button to return to the previous
details screen.

Draft 1.3, Last Updated: 12/1/2006 Page 114 of 175



IAS Release 3.0 Desktop User Guide Requisitions — Budget (Funds) Approval

ORACLE' iProcurement Shopping Cart Home Logout Preferences  Help
Shop I Receiving

Shop: Stores = Motification Details = Requisition A70R4 >

Requisition 67064 Line 1: Details

Requisition @

Description  IBM ThinkPad Laptops for remote employees Current Approver  MANAGER, CHARLIE |
Status  Pre-Approved Approver Phone
Change Histary No Date Sent to Approver  09-Nov-2006
¥ Hide Additional Information
Item Information
Requester REQUISTIONER, DAVE Deliver-To Location  FNS-HQ-ADMIN
MNeed-By Date  29-De c-2006 00:00:00 Destination Type  Expense
Itermn Number Inventory Replenishment Reguest No
Category Description MISCELLANEOUS ITEMS Supplier
P-Card Used No Supplier Site
Taxable No Supplier Contact
Contact Phone
Supplier tem

Transaction Code  10-COMMIT
Charge Account

Charge Account Project Number Task Number Expenditure Type Expenditure Organization Expenditure Item Date  Percent
30.07 00000000.0210, 100
Attachment

File Name Type Description Category Last Updated By Last Updated Usage Update Delete

Mo data exists

Order
Ma data exists

Shipment

Shipment Shipment Date Expected Receipt Date Freight Carrier Tracking Number Track Shipment
Mo data exists

Receipt

Receipt Transaction Date Received Unit Received By Received hy Phone Items Returned
Mo data exists

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. & rights reserved. Privacy Statement

Select the OK button one additional time to return to the Purchase Requisition screen.

ORACLE' iProcurement Shopping Cort Home Logout Preferences Help
Shop Receiving :

Shop: Stores »
Purchase Requisition 67064 for REQUISITIONER, DAVE (10000.00 USD)

| Approve J ( Approve And Forward ) ( Forward ) [ Reject | ( Reassign ) ( Request Information )
From  MANAGER, BARRY Description  IBM ThinkPad Laptops for remote employees
To MANAGER, CHARLIE Requisition Total 10000.00 USD %
Sent  13.Nov-2006 08:22:20 Estimated Tax  0.00 USD |
ID 308886

Requisition Lines

Line Description Supplier Cost Center Unit Quantity Price (USD} Amount (USD)
1 IBM ThinkPad Laptops for remote employees 3o EACH 4 2500 10000.00

Approval Sequence

Num Name Action Action Date Note
1 REGQUISITIONER, DAYE Submitted 03-Nov-2008 15:11:51

2 REQUISITIONER, DAVE Forwarded 09-Mov-2005 15:11:52

3 MANAGER, SUSAN Approved 09-Mov-2005 15:31:25

4 MANAGER, BARRY Approved 13-Nov-2006 08:22:08

8 MANAGER, CHARLIE Pending

Related Applications

Edit Reguisition
iew Requisition Details

Response

Forward To | All Employees and Users v
Mote

Retum to Worklist (Approve | | Approve And Forward ) ( Forward ) ( Reject ) [ Reassign ) | Request Information )

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. Al rights reserved Brivacy Statemert
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To edit the Accounting codes, you will have to take the Requisition back through the
checkout process. Click on the Edit Requisition link in the Related Applications section
where you went to view the Requisition Details. This will allow you to edit the Requisition
information by going through the Approver Checkout Process.

HOW TO: Respond to Requisition Approvals and

Change the Requisition

As an Approver, when editing a Requisition, you may be used to accessing it from the Requisition:
Approvals page. You may know this as the Notification: Approvals page.

If you are used to editing Requisitions in this manner, DO NOT COPY TO CART! Copying to Cart
actually creates a new Requisition. If you create a new Requisition, your Requisitioners will not be
able to receive items.

Here is how it works.

From the Requisitions tab, click the Approvals link in the Navigation bar.

ORACLE iProcurement Shopping Cart Home Lol Preferences Help
. B Requisitions W2 E

Requisitions | Motific Cons | Ayarovals

Requisitions

(D)

Views

Wiew | All My Requisitions v || Go

@ Indicates requisition with a pending change request.

Select Requisition Description Taotal (USD) Creation Date Status Order

o data exists.
Shop | R | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corparation. Al rights reserved Privacy Statemert

The Requisitions: Approvals page will now be displayed. Often this page is referred to by users as
the Notifications: Approvals page.

ORACLE' iProcurement Shopping Cart Home Logout Preferences Help
Eie Y Requisitions WL
Search )
Views
Wiew | Requisitions to Approve v| [ Co
Total (USD) Creation Date Status Order
Metwarking Equiment far R izing the ofiice 126.00 28-Now-2006 11:12:07 In Process
Shop | R | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Carporation. Al rights reserved Privacy Statemert

Select the appropriate Requisition from the list by clicking the Select radio button © on this page.
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ORACLE' iProcurement Shopping Cart Home Logout Preferences Help
Shop Requisitions Receiving
Requisitions | MNotifications | Approvals
Requisitions
(Search
Views
View | Requisitions to Approve v| [ Co
@lndicates reguisition with a pending change request.
n: [ Capy To Cart ) [ Cancel Requisition ) | Approve ) | Reject ) ( Respond
Description Total (USD) Creation Date Status Order
il ing Equirnent for R izing the office 125.00 28-Mow-2006 11:12:07 In Process
Shop | R | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corparation. Al rights reserved Privacy Statemert
ORACLE iProcurement Shopping Cart Home Locout Preferences Help
shop MCEMHALTEN Receiving
ions | Notifications | Approvals
Requisitions
Search
Views
Wiew | Requisitions to Approve || Co
Olndicates reguisition with a pending change regquest
. [ Copy To Cart ) [ Cancel Requisition | | Approve ) ( Rel Rasd
Description Total (USD) Creation Date Status Order
ing Equirnent for R izing the office 125.00 28-Mow-2006 11:12:07 In Process
Shop | Requisiti | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corgoration. Al rights ressrved Privacy Statement

This will take you to the Purchase Requisition page. From there, click on the Edit Requisition link
in the Related Applications section where you went to view the Requisition Details. This will allow
you to edit the Requisition information by going through the Approver Checkout Process.

Remember! DO NOT COPY TO CART! This creates a new Requisition and your
Requisitioners will not be able to receive items.

Edit the Requisition as the Approver

The first page of the Approver Checkout Process is the Approver Shopping Cart.

ORACLE' iProcurement Shopping Cort Home Logout Preferences Heln
Shop Requisitions Receiving

Approver Shopping Cart
Reguisition 67064 is open for editing. Please click on the Approver Checkout button when you are done editing this requisition. Any changes made in the Approver Close Approver Cart | ( Approver Checkout J
Shopping Cart will not be saved until you check out

Line Item Description Special Info Unit Quantity Price Amount (USD)  Delete

1 IBM ThinkPad Laptops for remote employees EACH 4 2500 UsD 10000.00 i |
Total 10000.00

Retum to Shopping Close Approver Cart ) Approver Checkout

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. Al rights reserved. [% Privacy Statement

Here you can change many aspects of the Requisition. In this example, the only change
that needs to be made is the budget code. Otherwise you could change the quantity or
delete the line item just as if you were a Requisitioner changeing the Requisition.

To continue, click on the Approver Checkout button.
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ORACLE' iProcurement Shopping Cart Home Logout Preferences  Help
Shop Requisitions Receiving

Approver Shopping Cart
Requisition 67064 is open for editing. Please click on the Approver Checkout button when you are done editing this requisition. Any changes made in the Approver |_Close Approver Cart ) | Approver Checkout )
Shopping Cart will not be saved until you check out

Line Item Description Special Info Unit Quantity Price Amount (USD)  Delete

1 IBM ThinkPad Laptaps for remate employees EACH 2500 USD oo 1 |

Total L

[ Approver Chefkou(

Return to Shopping |_Close Approver Car
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. Al rights reserved,

This will take you to the Checkout: Requisition Information page. This looks, and works,
just like the Checkout: Requisition Information page in the Requisitioner’s section. To edit
the accounting information, click on the Edit Lines (Delivery, Billing, Accounts and
Attachments) button.

ORACLE' iProcurement Shopping Cart Home Lozout  Preferences

Shop Requisitions Receiving

Requisition Infformation  Approvers  Review & Submit
Checkout: Requisition Information
* |ndicates reguired field [ Edit Lines (Delivery, Billing, Accounts and At(a@men(s) Step 1 of 3 |Next

+* Reguisition Description ‘\BM ThinkPad Laptops for remote employees ‘ |

Delivery Billing
= Meed By Date  29-Dec-2005 00:00.00 = Taxable
{example. 13-hiov. 2006 19:45:00) # Transaction Code | IG-COMMIT rd

Reguester REQUISITIONER, DAVE

»* Deliver-To Location  |FNS-HC-ADMIR ,_5?

1 of 3 [Next )

|_Edit Lines {Delivery, Billing, Accounts and Attachments) | S

Shop | Requisitions | Receiving | Shopping Cart | Home | Logdd

Copyright 2000-2005 Oracle Corporation. All rights reserved Brivacy Statement

This will take you to the Requisition Information: Edit Lines page. Click on the checkbox in
the Select column, and then click on the Update button.

ORACLE iProcurement Shopping Cart Home Logout Preferences

Shop Reguisitions Receiving

Apprﬁvers FReeview & Submit

Requisition Information: Edit Lines
* |ndicates reguired field (Return )
Delivery llin: Accounts Attachments |

Select Lines: Update ) Copy )( Delete

- Select Mone
SelectLi
1

Description Need By Date Requester Deliver-To Location
Delivery Biling  Accounts  Attachments

IBM ThinkPad Laptaps for remote employees 29-Dec-2006 00:00:00 @ REQUISITIONER, DAVE FNS-HQ-ADMIN -,,{

|_Rewrn
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Prefersnces
Copyright 2000-2005 Oracle Corporation. & rights reserved. Privacy Statement

This will take you to the Requisition Information: Update Selected Line page.
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ORACLE iProcurement Shopping Cart Home Logout Preferences

Shop Requisitions ’ Receiving

Apprﬁvers FReview & Submit

Requisition Information: Update Selected Line
* |ndicates reguired field |_Return
Item Supplier |

* Deseription (|8 ThinkPad Laptaps [CINew Supplier
[% for remote employees Supplier I:l ,{

7 S —

* Quantity
* Unit of Measure Phone I:l
* Unit Price Fax
Amaunt Email
* Currency Supplier tem
Special Infarmation Wanufacturer
Manufacturer Part Number

Delivery Billing
[Jurgent * Taxable

= Meed-By Date | 29-Dec-2006 00:00:00 Charge Account 3007 7000000000210
(epcample: 13-Mov-2006 18:45:00) Transaction Code | 1Q-COMMIT ,,;?

Reguester REQUISITIONER, DAVE

»* Deliver-To Location  |FMS-HQ-ADMIN z«

Notes and Attachments
Note To Supplier

|_Return
Shop | Requisitions | Receiving | Shopping Cart | Horme | Logout | Preferences
Copyright 2000-2005 Oracle Corporation. A1l rights reserved Privacy Statemert

Click on the accounting code link to go to the Requisition Information: Split Cost Allocation
page.

ORACLE' iProcurement Shoppine Cart Home Louout Preferences

Shop : Requisitions Receiving :

App%ﬁvers Revlew‘ésubmwl

Requisition Information: Split Cost Allocation

* |ndicates reguired field |_Return
Selected Line |
Line Description Unit Quantity Price Amount (USD)
1 1BM ThinkPad Laptops for remote employees EACH 4 2500 USD 10000.00

J Charge Accounts {

Line Accounting Flexfield Transaction Code Percent Quantity Amount (USD) Delete

1 |3007.72 777777 7777777 77 TTTT S 10-COMMIT | 100|| 4 oo g
/APPLICATION 10 (2 chars max).BEG BF ¥ (2 chars max).END BF Y (2 chars max). FUND (B chars max) BUDGET ORG (7 chars max).5UB BUDGET ORG (2 chars
max).COST ORG (7 chars max).5UB COST ORG (2 chars max) PROGRAW (3 chars max).BOC (4 chars max).5UB BOC (2 chars max). 0B CODE (2 chars
max).REPORT CATEGORY (4 chars max)

| Add Another Row Total 100 4 10000.00

j Charge Accounts {

@ TIP Total allocation must equal 100% of the selected line values.

[CJApply this Cost Allocation information to all applicable requisition lines

% |_Rewrn
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Prefersnces
Copyright 2000-2005 Oracle Corporation. & rights reserved. Privacy Statement

Since the accounting code has already been set for the Requisition, the accounting code
here will not default to the accounting code you set up in your profile.
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To add an additional line of accounting, click on the Add Another Row button. It will
automatically create a new accounting line to enter in more information. It defaults to the
favorite accounting code you set up in your preferences. Since Management and Budget
Approvers do not have to set up default profiles, as they are not creating Requisitions, the
field will be blank for those who have not set up a profile. The Transaction Code for the new
line defaults to 1Q-COMMIT, just as the first line did.

ORACLE iProcurement

Shopping Cart  Home Logout Preferences

Shop Requisitions Receiving

#* [ndicates reguired field

Selected Line
Line Description
Charge Accounts

Line Accounting Flexfield
1 30.07.7Z 777777 FTT7777 77 FTTTT*S

max).REFORT CATEGORY (4 chars max)

Add Another Row

Charge Accounts

Copyright 2000-2005 Oracle Corporation. All rights reserved

Requisition Information: Split Cost Allocation

1 IBM ThinkPad Laptops for remate employees

Requisition Information

Unit Quantity
EACH 4

Transaction Code

APPLICATION 1D ¢Z chars maw)BEG BF ¥ (2 hars max).END BF ¥ (2 chars max).FUND (5 chars max). BUDGET ORI (7 chars max)$U1B BUDGET ORG (2 chars
max). COST ORG 7 chars max).5UB COST ORG ¢2 chars max).PROGRAM (3 chars max).A0C (4 chars max).5UB BOC (2 chars max).J0B CODE (8 chars

‘ max) REFORT CATEGORY (4 chars max)
2 5=

APPLICATION 10 2 chars maw).BEG BFY (2 chas‘{;jx).ew BFY (2 chars max). FUND (5 chars max) BUDGET ORG (7 chars max). SUB BUDGET ORG (2 chars
max). COST ORG 7 chars max).SUB COST ORG ¢2 shars maw). PROGRAM (3 chars max).80C (4 chars max).5UB BOC (2 chars max).J0B CODE (8 chars

1G-COMMIT rd
I0-COMMIT rd
Total

@ TIP Total allacation must equal 100% of the selected line walues.

[CJApply this Cost Allocation information to all applicable requisition lines

Shop | Requisitions | Beceiving | Shopping Cart | Home | Logout | Preferences

o=

Return

Price Amount (USD)
2500 UsD 10000.00

Percent Quantity Amount (USD) Delete
100 4 10000.00 m

o

100 4 10000.00

Rewrn

Privary Statement

Click on the Accounting Search icon = next to the empty accounting line. This will open
a new window where you can enter in the proper accounting information.

Draft 1.3, Last Updated: 12/1/2006

Page 120 of 175



IAS Release 3.0 Desktop User Guide

Requisitions — Budget (Funds) Approval

Shop

Requisitions

Receiving

1 1BM ThinkPad Lapta,

Add Another Row

Apply thig Cost Allacation inform

Copyright 2000-2005 Oracle Corporation. 4

Change the accounting information as necessary.

1 30.07 77777777 7777777 77 3

2 Search and Select List of Values - Micresoft Internet Explorer.

Search and Select: Accounting Flexfield

Search

« APPLICATION ID (2 chars max) | | 0

= BEG BFY (2 chars max)

[}

N7k

% Y

+*END BFY {2 chars max)

i

e,
FUMD (5 chars max)

BUDGET ORG (7 chars max)
SUB BUDGET ORG (2 chars max)
COST ORG {7 chars max)

SUB COST ORG (2 chars max)
PROGRAM (9 chars max)

*BOC (4 chars max) o«

Py

* SUB BOC 2 chars max) 4 K
Iz
JOBCODE @chars ma) | |

REPORT GATEGORY (4 chars max) | |
| Search ) Create

HHL

Results
Select CodeCombination
o gearch conducted

(_Cancel ) ( Select

(Cancel ) ( Select

@ Done

B @ Internet

Return

10000.00

10000.00 i}

il

10000.00

Return

Note: As you enter information into the fields, the page may refresh and add
information for you. This can take a few minutes, depending on the speed of your
network connection and the resource usage within IAS. Wait for the page to finish
loading, then continue to add information until all appropriate fields are filled.

Once you have the accounting code correct, click on the Create button below the fields.
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Shop Requisitions Receiving

A Search and Select List of Values - Microsoft Internet Explorer

Search and Select: Accounting Flexfield Rewrn

(_Cancel ) | Select )

Search
® APPLICATION ID (2 chars max) g
»BEG BFY (2 chars max)

1 IBM ThinkPad Lapto, 10000.00

=
=

=]
4 R

* END BFY (2 chare max)

1 |3007 IZIFFIFFITFITIT 7T Y FUND & chars max 10000.00 i

)
BUDGET ORG (7 chars max)
SUB BUDGET ORG (2 chars maix)
COST ORG (7 chars max)
)

]

)

[
%
X

i

—
=
2
=]
=4
=
=1
=

SUB COST ORG (2 chars max,
PROGRAM (8 chars max]
* BOC (4 chars max;

Add Another Rew 4 10000.00

=]
~
H

1177

%s‘%

= SUB BOC (2 chars man

Apply this Gost Allacation infarm|
JOB CODE 8 chars max)

RET (4 chars max)

HE o
\v% -
Y

Return

Copyright 2000-2005 Oracle Corporation. &)
Select CodeCombination

Mo search conducted

(_Cancel )  Select

Ej https://green.usda.goy B012/0A_HTMLAOA, jep?_rc=/oracle/apps/fid/frameworkfwebuil & @ Internet

This will create an accounting line in the Results area. Click on the radio button next to the
accounting line you just created, then click on the Select button at the bottom of the
window.

Tip! You may need to scroll down to see the Select button.
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Shopping Cart Home Logout Preferences

shop | Requisitions | Receiving

3 Search and Select List of Values - Microsoft Internet Explorer.

Return
= BEG BFY (2 chars max)
« END BFY (2 chars max)
1 IBM ThinkPad Lapto 10000.00
FUMD (5 chars max) |
BUDGET ORG {7 chars max)
1 |30.07 77 777777 I7TTIIT I SUB BUDGET ORG (2 chars max) 4 10000.00 i

COST ORG {7 chars max)
!
2 SUB COST ORG (2 chars mas) rd w
S
FROGRAM @ chars max) 702104000 | 5% n 10000.00

LCE G EED) EMPLOYEE DEVELOPMENT
*BOC (4 chars max) 0210 o
MISCELLANEQUS =

«5UB BOC (2 chars max) rd

Iz
JOB CODE (8 chars max) F 4
NI
REPORT CATEGORY (4 chars max) r4 Return

Apply this Cast Allacation inform

(Search ) Create ) "
Capyright 2000-2005 Oracle Corporation. A Results Privacy Statemert
Combination
K 02104000.0210.
(_Cancel ) ( Select )
&
g S @ Internet

Once you have selected the accounting line, the Search and Select: Accounting Flexfield pop
up window will automatically close and the information will populate the Accounting Flexfield
text box. The Percent, Quantity, and Amount (USD) fields will not populate automatically.

Shopping Cart Home Lomout Preferences

ORACLE iProcurement

shop || Requisitions |/ Receiving |
Information  Approvers  Review & Submit
Requisition Information: Split Cost Allocation
* |ndicates required field |_Return
Selected Line
Line Description Unit Quantity Price Amount (USDy
1 IBM ThinkPad Laptops for remote employees EACH 4 2500 USD 10000.00

J Charge Accounts l

Percent
100]|

Quantity Amount {USD) ['S
4

Line Accounting Flexfield Transaction Code

1 |30.07.I7.II0777 I7ITEN IR IITIT S IG-COMMIT
APFLICATION |0 (Z chars max) BEG BF 7 (2 chars max).END BF ¥ (2 chars max).FUND (5 chars max).BUDGET ORG (7 chars max). 5UB BUDGET ORG (2 chars
max).COST ORG (7 chars max).3UB COST R (2 chars max)PROGRAWE chars max)BOC (4 chars max).3UB BOC (2 chars max.J0B CODE (3 chars
max).REPORT CATEGORY (4 chars max)

2 | g Iy IG-COMMIT
APPLICATION |0 (2 chars max).BES BF T (2 chars max).END BF Y (2 chars max).FUND (8 chars max).BUDGET ORG (7 chars max).3UB BUDGET ORG (2 chars
max).COST ORG (7 chars max).5UB COST ORG (2 chars max).PROGRA (9 chars max).BOC (4 chars max).5UB BOC (2 chars max).J0B CODE (8 chars
max).REPORT CATEGORY (4 chars max)

| Add Another Row

j Charge Accounts [

@ TIP Total allocation must equal 100% of the selected ling values

[[] Apply this Cost Allocation information to all apy requisition lines
(_Return
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences
Copyright 2000-2005 Oracle Corporation. Al rights reserved Frivacy Statemert

Tip! You can use any of the three fields to update the other two. Here’s how it
works: if you enter in a percentage in the Percent field, then click anywhere else on
the page, the Quantity and Amount (USD) fields will update automatically for that
line. Alternatively, if you were doing a quantity based Requisition for 6 items, and
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you wanted two items to be paid by a certain accounting code, you would just enter
“2” in the Quantity field and the Percent would automatically update to be
33.333333333% and the Amount (USD) field would reflect the cost of two items.

Note: This works on a line by line basis.

Warning! Before continuing, make sure that the Total line at the bottom comes to

100%.

Once you have finished adjusting the accounting, you can click on the Return button to go

back to Requisition Information: Update Selected Line page.

ORACLE iProcurement

Shopping Cart Home Logout Preferences

Shop

Requisitions | Receiving

Requisition Infformation  Appravers  Review & Submit
Requisition Information: Split Cost Allocation
= Indicates raquired fiald

Selected Line
1 1BM ThinkPad Laptops for remote employees EACH
Charge Accounts

Line Accounting Flexfield Transaction Code

Line Description Unit Quantity

4

2500 USD

Percent

Amount {USD)
10000.00

Quantity Amount {USD) Delete

1 |30.07.I7.II0777 I7ITEN IR IITIT S [lg-commim

APPLICATION 1D (2 ehars max) BEG BF 'Y (2 ohars max).END BF Y (2 shars max). FUNDI (5 chars max). BUDGET ORG (7 shars max) 5B BUOGET ORG (2 chars
max).COST ORG F chars max).5UB COST ORG (2 chars max) PROGR A4 chars max) BT ¢4 chars max).5UB BOC (2 chars max).J0B COOE @ chars
max). REPORT CATEGORY (4 ohars max)

2 [3007 17777777 177TIIT T1 TIIENE [IG-COMMIT

APRLICATION 1D (2 shars max) BEG BF T (2 ohars max).END BF ¥ (2 chars max). FUNDI (5 chars max). BUDGET ORG (7 shars max) 3B BUOGET ORG (2 chars
max).COST ORG F chars max).5UB COST ORM (2 ohars max) PR 0GR A chars max) BOT ¢4 chars max).5UB BOC (2 ohars max).J0B CONE & chars
max).REPORT CATEGORY (4 ohars max)

Add Another Row

Charge Accounts

@ TIP Total allocation must equal 100% of the selected line values.

[[] Apply this Cost Allocation information to all apy requisition lines

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences

Copyright 2000-2005 Oracle Corporation. All rights reserved

| 5] BTl 2 sonad|

| | 50| 2| 2| g

Total 100 4 10000.00
Return

Privacy Statemert

Review the page again to check for information that may need to be adjusted.
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ORACLE iProcurement

Shopping Cart Home Lomout Preferences

shop || Requisitions |/ Receiving |
Wormation  Approvers  Review & Submit
Requisition Information: Update Selected Line
* |ndicates required field (_Return
Item Supplier
= Description (|56 ThinkPad Laptaps [Inew Supplier
for remote employees Supplier ’f
« Category |3959 rd Site &
« Quantity |4 Contact Name
* Unit of Measure  |EACH ,,5? Phone
* Unit Price | 2500 Fax
Armaunt 10000 Ernail
= Currency Supplier term
Special Infarmation Manufacturer
hianufacturer Part Mumber
Delivery Billing

* MNeed-By Date

Requester

[JUrgent

28-Dec-2006 00:00:00

(=xample: 13-Nov-2006 19:45:00)
REQUISITIONER, DAVE

Charge Account  [ultiple Q

Transaction Code |1G-COMMIT o«

* Deliver-Ta Location  |FNS-HG-ADMIN ,,{{

Notes and Attachments
Mote To Supplier

| Return
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences

Copyright 2000-2005 Oracle Corporation. Al rights reserved Brivacy Statemert

Note: The Charge Account field now says “Multiple” to reflect the multiple lines of
accounting.

Once all of the information has been verified, click on the Return button to go to the
Requisition Information: Edit Lines page.

Shopping Cart  Home Logout Preferences

Shop i Requisitions Receiving :

ORACLE iProcurement

Requisition Information  Anprovers  Review & Submit

Requisition Information: Edit Lines
= Indicates required field

| Delivery | Biling  Accounls  Attachments
Select Lines: | Update )| Copy )| Delete
Select Al | Select Mone
SelectLine Description Need-By Date Requester Deliver-To Location
1 IBM ThinkPad Laptops for remote employees 29-Dec-2008 00:00:00 @ REQUISITIONER, DAVE FNS-HQ-ADMIN -,,(
| pelivery [ Biling  Accounls  Aftachments
|_Rewrn
Shop | Requisitions | Receving | Shopping Cart | Horme | Logout | Preferences
Copyright 2000-2005 Oracle Corporation. All rights reserved Privacy Statement

Verify that all of this information is correct, and then click on the Return to go back to the
Checkout: Requisition Information page.

Draft 1.3, Last Updated: 12/1/2006 Page 125 of 175



IAS Release 3.0 Desktop User Guide Requisitions — Budget (Funds) Approval

Shopping Cart Home Lomout Preferences

ORACLE iProcurement

shop | Requisitions | Receiving

Requisition Information  Approvers  Review & Submit

Checkout: Requisition Information

* |ndicates required field Edit Lines (Delivery, Billing, Accounts and Attachments) | Step 1 of 3 | Next

* Requisition Description  |IBM ThinkPad Laptops for remote employees

Delivery Billing
* Need-By Date | 29-Dec-2006 00:00:00 @ = Taxable | Mo e
(example: 13-Nov-2008 15:45:00) # Transaction Code  |IQ-COMMIT ,,f
Requester REQUISITIONER, DAVE Ik =

* Deliver-Ta Location  |FNS-HQ-ADMIN

Edit Lines (Delivery, Billing, Accounts and Attachments) ) Step 1 of 3 | Mext

Shop | Requisitions | Receiving | Shopping Cart | Horme | Logout | Preferences

Copyright 2000-2005 Oracle Corporation. Al rights reserved Frivacy Statemert

Now that you've finished editing the Requisition, click on the Next button to continue and
complete the Approver Checkout process. This will take you to Step 2: Review Approver

List.

Shoppine Cart Home Locout Preferences Help

ORACLE iProcurement

Shop Requisitions Receiving

Requisition Information  Approvers  Review & Submit

Checkout: Review Approver List
Your requisition will be sent ta the following list of approvers

(Submit) (Back | Step 2 of 3 [Next

Approver Name Delete

MANAGER, CHARLIE
Add Approver

Justification (2401 chars max)

Mote To Buyer (240 chars max)

Attachments

Add Attachments
File Name Type
Mo data exists

Description Category Last Updated By Last Updated Usage Update Delete

Submit Back | Step 2 of 3 | Mext

Shop | Requisitions | Receiving | Shopping Cart | Horme | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. Al rights reserved Frivacy Statemert

In this example, Charlie Manager is the last approver in the chain so he is the only one
listed in the approver list. If the Management Approver, or any intermediate Approver in
the chain, edited the Requisition, the Approver List would reflect the names of the approvers

in the chain that still had to approve the Requisition.

Click on the Next button to continue to the final step in the Checkout process — Review and
Submit.
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ORACLE' iProcurement

Shopping Cart Home Logout Preferences  Help

Shop Reguisitions Receiving

Requisition Infarmation
Checkout: Review and Submit Requisition
Requisition 67064: Total 10000.00 USD

Created By REQUISITIONER, DAVE
Creation Date  09-Nowv-2006 14:44:27
Description  IBM ThinkPad Laptops for remote employees
Justification
Requisition Attachiments
File Name

Copyright 2000-2005 Oracle Corporation. Al rights reserved

Approvers  Review & Submit

Type Description Category Last Updated By Last Updated
Mo data exists
Lines
Details Line  Description Cost Center Unit Quantity
B Show 1 IBM ThinkPad Laptops for remate employees 3o EACH 4

(Printable Page ) (Back| Step 3 of3 | Submit

B

Usage

Update Delete

Price Amount {USD)} Attachments
2600 USD 10000.00
Total 10000.00

Printable Page ) (Back | Step 3 of 3 (_Submit

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Privacy Statement

Here you can review the details of the Requisition one last time before submitting it.

Remember!

Click on the Show link in the Details column of the Lines section to see

the details for each line. As with the final checkout page for Requisitioners,
Approvers can get a printer-friendly version of the page by clicking on the Printable

Page button.

To finalize the changes made, click on the Submit button.

ORACLE' iProcurement

Shopping Cart Home Logout Preferences Help

Shop Requisitions Receiving

Requisition Information

Checkout: Review and Submit Requisition

Requisition 67064: Total 10000.00 USD
Created By REQUISITIONER, DAVE
Creation Date  09-Nov-2006 14:44:27

Description  IBM ThinkPad Laptops for remote employees
Justification

Requisition Attachiments

Approvers

Review & Submit

Printable Page Back | Stef

>

File Name Type Description Category Last Updated By Last Updated Usage Update Delete
Mo data exists
Lines
Details Line  Description Cost Center Unit Quantity Price Amount (USD) Attachments
W Hid= 1 IBM ThinkPad Laptops for remote employees 30 EACH 4 2500USD 10000.00
Requester REQUISITIONER, DAVE Deliver-To Location  FNS-HQ-ADMIN
Meed-By Date  29-Dec-2006 00:00:00 Destination Type Expense
Itern Number Supplier
Category Description  MISCELLANEQUS ITEMS Supplier Site
P-Card Used No Supplier Contact
Taxable No Contact Phone
Supplier ltem
Billing Information
Charge Account USSGL Transaction Code Percent
30.07 700000000.0210. 22 F77F 7777 7777 IG-COMMIT 50
30.07 702104000.0210. £L ZXFF77F7 7777 IG-COMMIT 50
Total 10000.00

Printable Page ) ( Back | Step 3 of 3 ( Submit )

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. Al rights reserved,

Privacy Statement

This will take you to a confirmation page stating that your edits have been saved.
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ORACLE iProcurement Shopping Cart Home Logout Preferences

Shop Reguisitions Receiving

Confirmation
Your edits to Requisition 67064 have been saved.

Mow that youve updated the requisition, click on Continue to return to the naotification and complete your approval response. Mote that the notification was generated based on the original requisition and won't reflect
the edits youe just made %

| Continue |

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences
Copyright 2000-2005 Oracle Carporation. Al rights reserved P

rivacy Statement

Note: This only completes the checkout/editing process. The Requisition has NOT
been approved at this point.

Click on the Continue button to go back to the Purchase Requisition page and approve the
Requisition.

ORACLE iProcurement Shopping Cart Home Logout Preferences Helo

Shop Requisitions Receiving

Requisitions | Notifications | Ap

Shopping Cad >
Purchase Requisition 67064 for REQUISITIONER, DAVE (10000.00 USD)

| Approve | ( Approve And Forward ) [ Forward ) [ Reject | ( Reassign ) ( Request Information )
Frorn  MANAGER, BARRY Description  IBM ThinkPad Laptops for remote employees
To MANAGER, CHARLIE Requisition Total 10000.00 USD
Sent  13-Nov-2006 08:22:20 Estimated Tax 0.00 USD
1D 308886

Requisition Lines [%

Line Description Supplier Cost Center Unit Quantity Price (USD) Amount (USD)
1 IBM ThinkPad Laptops for rermote employees 30 EACH 4 2500 10000.00

Approval Sequence

Num Name Action Action Date Note
1 REGQUISITIONER, DAYE Submitted 03-Nov-2008 15:11:51

2 REQUISITIONER, DAVE Forwarded 09-Mov-2005 15:11:52

3 MANAGER, SUSAN Approved 09-Mov-2005 15:31:25

4 MANAGER, BARRY Approved 13-Nov-2006 08:22:03

5 MANAGER, CHARLIE Pending

Related Applications

Edit Reguisition
Wigw Reqguisition Details

Response
Forward To | All Employees and Users v ‘ -,,jf
Mote

Return to Worklist (_Approve | ( Approve And Forward ) ( Forward | ( Reject ) ( Reassign ) ( Request Information )

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. Al rights reserved, Privacy Statement

Warning! This notification was generated from the original Requisition. The detail
information will NOT reflect the changes just made to the Requisition.

Now you can complete the Approval Process by clicking on the Approve button. This will
take you back to your Worklist page, displaying all of the remaining notifications.
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Canceling Requisitions

Business Process Guidelines

Budget Approvers may be tasked with canceling some Requisitions. Once the Requisition
gets approved by the Funds Approvers and successfully submitted to FFIS, the system
creates a commitment in the budget for that document. Once that happens, only the
Budget Approver can cancel the Requisition, since only he/she has the proper rights in FFIS
to decommit funds.

As a Requisition progresses further through the approval process associated documents may
need to be cancelled before a Budget Approver is able to cancel a Requisition. For instance,
if a receipt has been created, but payment has not been made the receipt must be returned
and the Award document must be cancelled before a Requisition can be cancelled. After
payment has been made to the vendor, however, the procurement process can not be
reversed and a Requisition can no longer be cancelled. The diagram below illustrates the
steps that must be taken to cancel a Requisition at various stages of the procurement
process.

Cancelling Requisitions
At Different Stages in the Requisition Process

|
Pre-Order Number | Post Order Number
& |
Appreval bess —TEE= Numter Been
e ? el 1

Hequistioner

cancels Requisition I A e

caneeis Requuitisn | candels Award

‘—‘ ¥

A Requisition can only be cancelled if it is NOT associated with a released award, at which
point an Order Number has been created. To cancel a Requisition once an Order Number
exists, the following procedure must be followed:

1. The Contracting Officer must cancel the line or the whole award for that requisition;
2. The cancellation is then approved by FFIS;
The Budget Approver can then cancel the line or the whole Requisition.

If you are not sure whether a Requisition has been awarded, you can go to the Requisition
Details page to see if there is an Order number for the Requisition (or the individual lines).
Search for the Requisition by clicking on the Requisitions tab in the top-right corner of the
screen.
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ORACLE' iProcurement

Stores | Categories | Shopping Lists | Mon-Catalog Reguest

Search ‘Maiﬂ Store V| ‘\ Go ) Advanced Search
Stores

Iain Store

— e, .

Main Stare Exchange.Oracle.com

My Requisitions

Requisition
Mo data exists.

Description Total (USD) Status

My Notifications

Type From
Mo data exists.
@ TIP Wacation Rules - Redirect or auto-respond to natifications

Copyright 2000-2005 Oracle Corporation. Al rights reserved,

This will take you to the Requisitions page.

Subject

Copy Change

Shopping Cart

Your cart is empty.

(_Full List

Receive

(_Full List
Sent

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Privacy Statement

ORACLE' iProcurement

Requisitions | Motifications | Approvals

Requisitions

Views

Wiew | All My Reguisitions ~ || Go
@ Indicates requisition with a pending change request

Select Requisition Description

Mo data exists.

Copyright 2000-2005 Oracle Corporation. Al rights reserved,

Total (USD) Creation Date

Shopping Cart Home Logout Preferences Help

Shop I Requisitions Receiving

| Search

Status Order

Shop | Beguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Privacy Statement

Notice that no Requisitions appear in this example. There are no Requisitions because the
Budget Approver hasn't made any Requisitions. Budget Approvers can see all of the
Requisitions sent to them, though, by changing the view options. Simply click on the arrow
for the View menu and select My Group's Requisitions from the menu then click on the

Go button.

ORACLE' iProcurement

Requisitions | Motifications | Approvals

Requisitions

All My Reguisitions
) Indig”l My Reguisitions ’
. My )

L hange request
equisitions )

Description
data exists.

Copyright 2000-2003 Oracle Corporation. All rights reserved.

Total (USD) Creation Date

Shopping Cart Home Logout Preferences Help

Shop I Requisitions Receiving

| Search

Status Order

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Privacy Statement

This will allow you to see all Requisitions that you have worked (approved or rejected).
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ORACLE' iProcurement

Shopping Cart Home Logout Preferences Help

Shop Requisitions Receiving

Requisitions | Motifications | Ay

Requisitions

| Search
Views

View |My Group's Requisitions % | |_Go
© Indicates requisition with a pending change request ks |

Select requisition: (_Copy To Cart | | Cancel Requisition ) ( Change )

Select Requisition Description Total (USD) Creation Date Status Order
O EB7152 Contract for cleaning the office G720.00 17-Mow-2006 10:45:54 Approved
O EB7149 Contract for cleaning the office 14400.00 17-Mow-2006 09:53:10 Approved
O |[B70B4 |BM ThinkPad Laptops for rerote employees 15000.00 09-Mow-2006 14:44:27 Approved AG-1358-P-07-0003
O 7024 Caontract to maintain grounds of local reserve 743600.00 07-Mow-2006 15:16:51

Approved AG-1358-P-07-0002

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. All rights reserved Brivacy Statement

Note: You can also search for a particular Requisition by using the search function.
Simply click on the Search button in the top-right corner of the screen and enter the
appropriate criteria.

Notice that Requisition numbers 62064 and 67024 both have order numbers listed in the
Order column. Those Requisitions have been associated with awards. To cancel them, the

Budget Approver would need to talk to the Contracting Officer and get the Award cancelled
first.

Remember! A common misconception regarding canceling Requisitions is that an
award can be disassociated from a Requisition. Although PRISM provides the
functionality to disassociate an award, it does not update Oracle and therefore does
not update FFIS. An award cannot be disassociated from a requisition under any
circumstances. The only way to update FFIS is to cancel the award.

Cancel Requisition Process in 1AS

Here's how you cancel a Requisition. First, navigate to the Requisitions section by clicking
on the Requisitions tab at the top-right of the window.

ORACLE' iProcurement Shopsig e orces Hel
shop Requisitigns
Stores | Categories | Shopping Lists | Mon-Catalog Reguest
Search ‘Mam Store Vl ‘ Go ) Advanced Search
Stores Shopping Cart
Main Your cart is empty.
ain Stare
Main Store Exchangs. Uracle.com
Main Store Esxchange Oracle com

My Requisitions

(_Full List )
Requisition Description Total {(USD) Status Copy Change Receive
Mo data exists.
My Notifications
(_Full List )
Type From Subject Sent

Mo data exists
@ TIP ‘acation Rules - Rediract or auto-respond to notifications.

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. Al rights reserved, Privacy Statement

This will take you to the Requisitions page.
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ORACLE iProcurement Shopping Cart Home Logout Freferences Help

Shop I Requisitions Receiving

Requisitions | MNotifications | Approvals
Requisitions %
| Search
Views

Wiew | All My Reguisitions ~ || Go
@ Indicates requisition with a pending change request |

Select Requisition Description Total (USD) Creation Date Status Order
Mo data exists.

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. Al rights reserved, Privacy Statement

Notice that no Requisitions appear in this example. There are no Requisitions because the
Budget Approver hasn't made any Requisitions. Budget Approvers can see all of the
Requisitions sent to them, though, by changing the view options. Simply click on the arrow

for the View menu and select My Group's Requisitions from the menu then click on the
Go button.

ORACLE iProcurement Shopping Cart Home Logout Preferences Helo

Shop I Requisitions Receiving

Requisitions | Motifications | Approvals

Requisitions

‘ (Search

e
All My Requisitions
Is d\' Reulsmns ange request |

Juis tions T PP . . e
Description Total (USD) Creation Date Status Order

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2003 Oracle Corporation. All rights reserved. Privacy Statement

This will allow you to see all Requisitions that you have worked (approved or rejected).

ORACLE iProcurement Shopping Cart Home Logout Preferences  Help

Shop Requisitions Receiving

Requisitions | MNotifications | A
Requisitions
| Search
Views

View | My Group's Requisitions » | |_Go

@ Indicates requisition with a pending change request [% |

Select requisition: (_Copy To Cart ) | Cancel Requisition ) [ Change )

Select Requisition Description Total (USD) Creation Date © Status Order

O E7i52 Contract for cleaning the office 6720.00 17-Mow-2006 10:.45:54 Approved
O E7149 Contract for cleaning the office 14400.00 17-Mow-2006 095310 Approved
QO E70B4 |EM ThinkPad Laptops for remate employees 15000.00 09-Mow2006 14:44:27 Approved AG-1358-P-07-0003
[@ I =¥ilir! Contract to maintain grounds of local resens 743600.00 07-Now2006 15:16:51 Approved AG-1358-P-07-0002

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. Al rights reserved, Privacy Statement

Note: You can also search for a particular Requisition by using the search function.

Simply click on the Search button in the top-right corner of the screen and enter the
appropriate criteria.

Check the Select Radio button in the Select column and then click on the Cancel
Requisition button to cancel the Requisition.
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ORACLE iProcurement Shopping Cart Home Logout Preferences Help
Shop Requisitions Receiving
Requisitions | MNotifications | Approvals
Requisitions
(Search)
Views
View |My Group's Requisitions + | (_Go )
@ Indicates requisition with a pending change r; it |
: [ Copy To Cart ) ( Cancel Requisition | | Change )
Description Total (USD) Creation Date Status Order
Contract for cleaning the office B720.00 17-Now-2006 10:45:54 Approved
Contract for cleaning the office 14400.00 17-MNow-2008 09:53:10 Approved
IEM ThinkPad Laptops for remote employees 15000.00 09-Mow-2006 14:44:27 Approved AG-1358-P-07-0003
Contract to maintain grounds of local reserve 743600.00 07-MNow-2006 15:16:51 Approved AG-1358-P-07-0002
Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. A1l rights reserved Privacy Statemert

Tip! You can also cancel the Requisition by going to the Requisition Details page and
clicking on the Cancel Requisition button there.

This will take you to the Cancel Requisition screen.

ORACLE' iProcurement Shopping Cart Home Logout Preferences ey

Shop Requisitions Receiving

Requisitions | Nntifications | &pprovals
Cancel Requisition 67152 (6720.00 USD): Select Lines
@ Indicates cancelled line (_Return to Requisition | (_Cancel Entire Requisition (Only Funds Officers can cancel Approved or Pre-Approved requisitions) ) | gon(inue)
B Indicates line has been modified by a buyer
Details Line Description Order Type Order Need-By Unit  CQuantity Price Amount (USD) Select
B> Show 1 Contract for cleaning the office Purchase 27-Nov-2006 00:00:00 HOUR 56012 USD 672000 [

|_Return to Requisition ) (_Cancel Entire Requisition (Only Funds Officers can cancel Approved or Pre-Approved requisitions) ) ( Continue

[% Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. Al rights reserved. Privacy Statement

Tip! Though this example only has one line item, this page will allow you to cancel a
single line item, multiple line items or the entire Requisition.

Review this information carefully to ensure that you won't accidentally cancel the wrong
requisition. Once you are satisfied that this is the right Requisition, click on the Cancel
Entire Requisition (Only Funds Officers can cancel Approved or Pre-Approved
requisitions) button to go to the Cancel Requisition: Review and Submit page.

ORACLE iProcurement Shopping Cart Home Logout Prafersnces Help

Shop Requisitions Receiving

Requisitions | Notifications | Ap

Cancel Requisition 67152: Review and Submit
(_Return to Requisition | ( Back ) ( Submit (Only Funds Officers can cancel Approved or Pre-Approved requisitions) )

Request Created By REQUISITIONER, DAVE Request Creation Date 21-Nov-2006 10:13:28
Qld Requisition Total  6720.00 USD Qld Total Estimated Tax  0.00 USD
Mew Requisition Total  0.00 USD Mew Total Estimated Tax 0.00 USD
Cancel Requisition Details %

@ Indicates cancelled line

B Indicates line has been modified by a buyer

Details Line Description Order Type Order Need-By Unit  Quantity Price Amount (USD) Cancel Line
P Show 1 Contract for cleaning the office Purchase 27-Mov-2006 00:00:00 HOUR 560 12 USD B720.00 Yes

| _Return to Requisition ) ( Back J [ Submit {Only Funds Cfficers can cancel Approved or Pre-Approved requisitions) |

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. Al rights reserved Privacy Statemert

Review the information about the Requisition one final time. When you are ready, click on
the Submit (Only Funds Officers can cancel Approved or Pre-Approved
requisitions) button to finalize the cancellation. This will take you to the Confirmation
page.
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ORACLE' iProcurement

Shopping Cart Home Logout Prefersnces Help

Shop I Receiving

EL Confirmation

Y our cancelation request(s) for Requisition 67152 have been submitted for processing. View status of the cancelation request(s) from the Requisition Skatus page
Cancel Requisition 67152: Confirmation Details
Request Created By REQUISITIONER, DAVE Request Creation Date  21-Nowv-2006 10:13:28

Old Requisition Total  6720.00 USD Old Tatal Estimated Tax  0.00 USD
New Requisition Total  0.00 USD New Total Estimated Tax  0.00 USD

Cancel Requisition Details

3 Indicates cancelled line

H Indicates line has been modified by a buyer

Details Line Description Order Type Order Need-By Unit  Quantity Price Amount (USD) Cancel Line
P=Show 1 Contract for cleaning the office Purchase 27-Mov-2005 00:00:00 HOUR BB0 12 USD B6720.00 Yes
Return to Requisition Status
Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. A1l rights reserved

Privacy Statement
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Managing Notifications

Reassign Notifications During Absence

Management and Budget Approvers can create Notification Rules which automatically
forward Requisition Approval Notifications to an alternate Approver when the original
Approver unavailable to manage their Notifications directly, such as when they are absent
for vacation. This allows a designated alternate to act in the place of the original Approver.
This designated alternate is referred to as a Proxy.

Tip! It is highly recommended that you check with the person who will be acting on
your behalf before setting him/her up as a Proxy. In addition to being courteous, it
will help ensure that the Proxy Approver will be available during your absence to
handle your Notifications.

To reassign Notifications, click on the Vacation Rules link under the My Notifications
section on the Shop page.

ORACLE' iProcurement Shopping Cert Home Logout Freferences Heln
Shop Requisitions Receiving

Search | Main Store | (Bo) Advanced Search

Shopping Cart
Stores PP .9
Iwlain St Your cart is empty.
ain Store
Exchange.Uracle.com
Main Stare Exchange. Oracle. com

My Requisitions

Full List
Requisition Description Total {USD} Status Copy Change Receive
Mo data exists
My Notifications
Full List)
Type From Subject Sent
Mo data exists.
@np \/ac?mn Rules - Redirect or auto-respond to notifications
Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. Al rights reserved Brivacy Statemert
That takes you to the Vacation Rules page.
ORACLE' iProcurement Home Logout Preferences Help

anifitalinns Administration

Shop: Stores »
Vacation Rules
Create Rule [%

Rule Name Item Type Notification Update  Delete Status
‘You have not setup any vacation rules. Please use the Create Rule button to create a new vacation rule

Return to Worklist

Dlotifications | Administration | Home | Logout | Preferences | Heln
Copyright 2000-2005 Oracle Carporation. Al rights reserved Privacy Statement

On the Vacation Rules page, click on the Create Rule button to be guided through the
following three steps: (1) Notification Type, (2) Notification Format, and (3) Define Rule.
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Home Logout Preferences Helo

ORACLE' iProcurement
Nolificalions Administration

Shop: Stores >

| Create Rule
el ‘h: Item Type Notification Update Delete Status
ave hot setup any vacation rules. Please use the Create Rule button to create a new vacation rule
Return to Worklist
Dlotifications | Administration | Home | Logout | Preferences | Help
Privacy Statemert

Copyright 2000-2005 Oracle Corporation. All rights reserved

Step 1: Item Type

The options displayed will differ based on the rights and privileges assigned to your UserlID.
This is the page where you can choose what type of Notification Rule you want to create.
An Approver wishing to have another Approver act in his/her stead should choose
Requisition from the Item Type drop down menu.

Home Logout Preferences  Help

ORACLE iProcurement
Nntiricalinns Administration

kem Type  Motification  Rule Response

pe of notification that will activate

- All--

A
PO Confirm Receipt

HYIRequester Change Order Approval

Reguisition

i, Corporation. All rights reserved,

Step 1 of 3 Next )

Motifications | Administration | Home | Logout | Preferences | Help
Privacy Statement

Copyright 2000-2005%

Once you have changed the Item Type, click on the Next button to move on to Step 2:
Notification

Step 2: Notification

This is the page where you select the format in which the Notification will be sent to the
Proxy. The default only covers one message type. Click on the arrow of the drop down

menu and select All from the menu.

Home Logout Preferences  Help

ORACLE iProcurement
Nntiricalinns Administration

Item Type  Notification  Rule Response

Vacation Rule: Notification
Indicate the notlﬂ:atmn farmat that will activate this rule

ltern Type Req
Motification ‘&DOCUMENT TYPE_DISP &DOCUMENT_NUMBER for APREPARER_DISPLAY _NAME (RTOTAL_AMOUNT_D vl

i
S00CUMENT TYPE DISP &DOCUMENT NUMBER for 8PREPARER DISPLAY MAME (ATOTAL AMOUNT D 8 S
» (Cancel ) Back | Step 2 of 3 | Next
Motifications | Administration | Home | Logout | Preferences | Help
Privacy Statement

Copyright 2000-2003 Oracle Corporation. All rights reserved.

When the All is selected for Notification, click on the Next button to continue to Step 3 —

Vacation Rule: Rule Response.
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ORACLE' iProcurement Home Logout Freterences Helo

Notirications Administration

ltem Type  Neotification Rule Response

Vacation Rule: Notification

Indicate the notification format that will activate this rule

i
("Cancel ) Back | Ster %
Lotifications | Administration | Home | Logout | Preferences | Heln
Copyright 2000-2005 Oracle Corporation. Al rights reserved Privacy StaiEiie

Step 3: Rule Response

IAS provides a number of options to define your Notification Rule. This is where you set the
duration of the Notification Rule and what rights you want to give the Approver who will be
acting as your proxy.

ORACLE' iProcurement Home Looout Freferences Hely

Nntiricalinns Administration

Itern Type  Maotification  Rule Response
Vacation Rule: Response
* |ndicates reguired fiald
Item Type  Requisition

Motification Al
 Starl Date  |29-Nov-2006 11:02:33 | B b
(Example: 30-how- 2006 15:06:38)
End Date |
Message

Comments will display with sach routed notification
@ Reassign |A\I Employees and Users | ,,,J

@ Delegate your response
& manager may delegate all sxpenss report approvals to an assistant
O Transfer notification ownership
& manager may transfer a notification for a specific project o the new manager of that project
() Deliver notifications to me regardless of any general rules

(_Cancel )| Back | Step 3 of 3_Apply
Dlotifications | Administration | Home | Logout | Preferences | Heln

Copyright 2000-2005 Oracle Corporation. Al rights reserved,

Privacy Statement

Enter in the appropriate information.
Start Date

This is the date and time you would like your rule to begin. The format for this is DD-MMM-
YYYY 00:00:00. For example, April 5, 2006 2:30 pm is expressed as 05-APR-2006
14:30:00.

Note: This will default to the current date and time.

Tip! You can use the calendar feature for this date, just like the Need-By Date used
when creating a Requisition. Simply click on the Calendar icon to quickly find a
date.

End Date

This is the date and time you would like your rule to end. The format for this is DD-MMM-
YYYY 00:00:00. For example, April 5, 2006 2:30 pm is expressed as 05-APR-2006
14:30:00.

Tip! It is highly recommended that users set up an End Date for any Notification
rules they create. If there is no End Date, you will have to remove the Notification
Rule yourself.
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Message
This is the message that the Proxy Approver will get with each Notification sent out.
Reassign

This option allows you to reassign your notifications to another user to act on your behalf.
There are two types of reassignments: (1) Delegate your response and (2) Transfer
Notification Ownership.

1. Delegate your response: This allows you to have another Approver work on your
behalf, but you will retain the ownership of the document. That way, if there are
errors that you need to correct later, you will still be able to find the document.

2. Transfer notification ownership: This option allows you to transfer ownership of a
document to another user.

Warning! If you transfer ownership of a document, you will not be able to work on
that document in the future, even after the rule has ended or been removed.

Deliver Notifications to me Regardless of any general rules

This option allows you to override all previous rules created. This has the same effect as
erasing all of the rules.

Once you have updated all the field appropriately, click on the Apply button to complete the
rule setup.

ORACLE iProcurement Home Logout Frefersnces Hely

Nntificatinns Administration

Itern Type  Maofification  Rule Response

Vacation Rule: Response
* |ndicates reguired field
Itern Type  Requisition

Matification
= Start Date | 29-Now-2005 11:.02:33
(example; 30-hlow-2006 1508:38)
End Date | 04-Dec-2006 12:03:45 @
Message  Please take care of any notifications that come in during my
vacation.

Commerts will display with sach routed notificstion
@Reassign | Al Emplayees and Users | MANAGER, LAURA f
@ Delegate your response
A manager may delegate all expense report approvals to an assistant.
O Transfer notification ownership
& manager may transfer a notification for a specific project o the new manager of that project
() Deliver notifications to me regardless of any general rules

Cancel )( Back | Step @
Motifications | Administration | Home | Logowt | Preferences | Help

Copyright 2000-2005 Oracle Corporation. Al rights ressrved Brivacy Statsment

This will take you to the Vacation Rules page where you can see your Rule.

ORACLE iProcurement Home Logout Frefersnces Hely

Nntificatinns Administration

Shop: Stores >

Vacation Rules

|_Create Rule

Rule Name Item Type Notification Update Delete Status
Delegate: MANAGER, LAURA, Requisition <Al / i Active

Eeturn to Warklist

Notifications | Administration | Horne | Logout | Preferences | Help
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Note: The rule set up in this example has a status of Active because it was set to
start immediately. If the rule you create is set up to start at some future date, it will
be listed as Inactive until it goes into effect.

Warning! Rules can take up to 1 hour to take effect, even if they are set to go into
effect immediately.

If you need to update the rule, simply click on the Pencil icon f in the Update column.

If you need to delete the rule, click on the Trash Can icon mm in the Delete column.

To return to the Shop page, click on the Shop: Stores link in the top-left corner of the
screen.

ORACLE' iProcurement

Shop; Stores =
Vacation Rules

( Create Rule

Rule Name
Delegate: MANAGER, LAURA

Heturn to Warklist
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